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Your Responsibilities 


This user guide is provided as a tool. All information contained in and related to this material is 
confidential and the sole property of R.J. Reynolds Tobacco Company. As a user, it is your 
responsibility to safeguard the confidentiality of this data and all support materials. The following 
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• All documentation, user manuals, etc., should be stored in an appropriately secure location. 
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Book I: 

Region Setup 


The Region Operations Unit is designed to coordinate and handle the adminis¬ 
trative tasks normally undertaken by Sales Representatives and Management. 
Because this centralization is both physical, as well as organizational, superior 
planning and foresight are required to initiate the Operations Unit as efficiently 
as possible. 

The most important step in bringing an Operations Unit up and running is the 
initial power-up. If logistical issues arc handled expeditiously and effectively, the 
Operations Unit can get on-line more quickly, resulting in quicker improvements 
in efficiency and, just as importantly, reduced frustration for the parties this cen¬ 


tralization is intended to benefit. 
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Operations Office Update (letter).3-2 
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Source: httPs://www.i ndustrvdocu 


Priii/rinrqA/hkvnnoa 


51846 6694 
























Additional Steps. 3-8 

Examples of Correspondence... 3-9 

Expense Reports...3-9 

Biweekly Labor Reporting. 3-10 

Expense Codes and Descriptions..3-12 

Voice Mail.3-14 

New Region Operations Telephone Numbers.3-17 

Pre-book Policy.3-18 

Morale. 3-20 

Reporting Payroll Hours.3-21 

Part-Time Labor Reporting.3-22 

Administrative Supply Request.3-23 

Package Contracts. 3-24 

Coupon/VPR Policy. 3-28 

Pay Register.3-32 


Source: httos://www.industrvdocuments.ucsf.edu/docs/v lkvOOOO 


51846 6695 




















CHAPTER I 

PreJimiMiTi Setup Procedures 


Source: 


MilrwaMsTiilF/»r«T«fcTiW«lHfIlTll 







Issued: 8/93 


PRELIMINARY SETUP PROCEDURES 


1 


Preliminary Setup 
Checklist 


1. Determine where the unit will be located and assign workstations for each 
coordinator. 

2. Contact Frank Jordan (Winston-Salem ext. 7908) to implement each of the fol¬ 
lowing: 

• Evaluate computer hardware needs and secure proper equipment. A ter¬ 
minal, monitor, printer, keyboard, and mouse should be placed at the 
workstations of each Coordinator and the Region Operations Manager. 
Ensure the proper hardware is installed. 

• Ensure all Coordinators have a password and Regional access to appro¬ 
priate computer systems. 

• Assign printer destinations to all Coordinators and the Region 
Operations Manager (i.e., 63PA for Region Operations Manager in Re¬ 
gion 6300). Coordinate port setup. 

• Reroute Division/District Documentation Transfers (DTs) and E-mail to 
print at the Region Operations Unit. 

3 Secure appropriate furniture to include desks, tables, bookshelves, chairs, of¬ 
fice dividers, file cabinets, etc. 

4. Winston-Salem will hire an an outside contractor and oversee the running of 
computer cables to Coordinator and Region Operations Manager worksta¬ 
tions. 

5. Set up mail room to include copier, fax, postage meter, stackable mail boxes 
arranged vertically by Division, computer terminal, and printer. 

6. Purchase answering machines for part-tim (P/T) employees to call in weekly 
hours and mileage. Coordinate with Keith Bess - AT&T National Accounts • 
RJR1-800443-4712 (or the installation of 1-800 phone lines to be connected 
with the answering machine. 

7. Contact phone company to install additional lines if necessary. Set up phone 
system so each Coordinator has a line that rings at his or her workstation. 
General lines for the Region Operations Manager should be routed through 
the Personnel & Administration Coordinator. Contact Keith Bess - AT&T Na¬ 
tional accounts - RJRT 1-8004434712. 

8. Set up all full-time and selected part-time personnel on RJRT Voice-Mail sys¬ 
tem. RJRT contact is Mary Reavis (WS ext. 2811). 

9. Secure coupon printer and roller to handle important competitive situations 
at retail. RJRT contact is Chris Minner(WS ext. 3745). 

10. Build employee list to include all managers, sales representative, and Sales 
Representative - Temporaries (SRTs) by Division. 
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PRELIMINARY SETUP PROCEDURES 


11. Request mailing labels for all employees who will receive mail. Place in 
stackable mailboxes. 

12. Set up master mail book to include all territories to receive chain mailings. 
Book should include any chains that interact with Region. 

13. Set up Operations Division Department Number (i.e., 6310). Contact 
■ Je a nnette Co rn el i u s (W-S ext. 7597). 

14. Schedule training sessions for Coordinators with Winston-Salem personnel. 

15. Establish ship-to list for all representatives for coupons, premiums, Buy- 
Some-Cet-Somc-Frec (BSGSF) Point-of-Sale (POS), supplies, etc. 

16. Set up list of all chains that interact with the Region to include RJRT Chain 
Account Managers, Special Account Manager, Chain IDs, and affected 
Divisions. 

17. Develop listing of all Direct Accounts which interact with the Region to in¬ 
clude relumed goods policy, value-added, distributor assist, bill-through 
policy, pre-book policy, and black-and-whitc/privale-label (BW/PL) brands 
carried. 

18. Prepare a list of expense codes for Sales Representatives and managers 

19. Prepares supply of envelopes and labels for Sales Representatives and man¬ 
agers. 
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OPERATIONS UNIT COORDINATOR POSITIONS 

r 


2 


Summary 


In the initial tests of the Region Operations concept, administrative personnel 
were organized around several key business processes. 

The Region Operations Administration Manual is set up around the framework 
found on the following pages. When it becomes necessary to assign different du¬ 
ties to personnel other tha those indicated, the Region Operations Manager sim¬ 
ply pulls the appropriate sections from the implementation book and inserts 
them into a coordinator-specific manual. The objective is for each coordinator to 
have ready access to a manual describing the how-to portion of each of his/her 
job accountabilities. 

Review the following organization charts for an outline of recommended posi¬ 
tions and tasks. 
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Region 

Manager 



Reg 

Opera 

Man 

Ion 

lions 

ager 


Promotion 

Coordinator 

(PRC) 


Materials 

Coordinator 

(MC) 


Personnel & 
Administration 
Coordinator 
(PC) 


Systems 

Coordinator 

(SC) 


• Helps with/administers Workplan 

• Coordinates VAP 

• Handles allocations and transfers 

• Implements promotions - orders 
premiums and BSGSF coupons. 

and troubleshoots and stages premiums 

• Handles incremental promotions 

• Runs out leftover promotions 

• Tracks promotion execution 

• Coordinates POS and advertising 

• Oversees goal maintenance 

• Manages coupons - orders, receives, 
reconciles coupon inventories 

• Performs word processing and assists 
with outgoing mail 

• Assists distributor 

• Handles prebooking 

• Assists with phones 


• Orders/monitors fixtures 

• Manages fixture inventory 

• Schedules installations 

• Handles suppfy requests 

• Manages mini-refurbishing 

• Maintains appropriate files 

• Manages warehouse 

• Manages Vehicle Administration 

• Assigns equipment - handhelds 

• Maintains office supplies 

• Coordinates POS/PDI 
{non-Workplan) 


• Assists with main phones 

• Manages general mail/FAX 
(sort, send, file) 

• Handles applications 

• Manages new hire paperwork 

• Maintains PAF and HRIS 

• Enters SlAP scores/data 

• Administers Voice-Mail 

• Makes travel arrangements 

• Coordinates meetings 

• Tracks administrative budgets 

• Manages payables (TPS) - 
office payments 

• Assists with word processing 

• Makes meeting books 

• Maintains appropriate files 

• Is responsible for E-Mail 
communications 

• Manages FSOF 


• Manages labor reporting 

• Submits expense reports 

• Oversees SIS reporting 

• Reviews Pay Register 

• Handles contract maintenance 

• Performs 7101 entry 

• Reviews Vending Pay Register 

• Maintains appropriate ftes 

• Manages drafts/Vouchers 

• Assists with typing/ 
correspondence 

• Handles presentations - CAPS, 
Grossnet. PowerPoint 
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Job Descriptions 


I 


Following are job descriptions of the Region Operations Manager and each Coor¬ 
dinator position. These descriptions outline: 

• Job responsibilities 

• Professional and managerial skills the Coordinator should possess 

• Technical skill the Coordinator should possesss 

• Business knowledge the Coordinator should possess 

• Personal dimension/skills the Coordinator should possess 

The selection process must be carefully thought out, weighing accountabilities of 
each position and the strengths and weaknesses of each candidate. These de¬ 
scriptions can be a very useful tool in the selection and training of new Coordina¬ 
tors. 
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REGION OPERATIONS MANAGER 


ro 


XV 


lob Responsibilities 

Prof ess iona I/Managerial 

Technical 

Business 

Personal Dimensions 



Functional Knowledge & 
Skills 

Ogan izatkWfndu stry 
Knowledge & Skills 

WHSMBSM 

• Supervises Region logistic and 
Administration Staff Coordinators 

- Merchandising 

- Coupon 

- PrerrrturrVTyomoton 

- System* 

- Personnel 

• PTartsAnpiemam* Region-level 
recruiting process 

• Manages personnel administration: 

- Successtoo planning records for 

Region 

- Bonus/PR process 

Record* • esoecialty new hires 

• Manages communication link ® 
employment practices 

• Coordinates training with Home Office 

• Manages financial revew/Toss 
prevention: 

- OraftsVouchers 

- Coupon* 

- Field Safe* Operating Fund 

• Assist* with budget preoaratiorvanalysis 

• CoortSnates tease management 

- Division Offices 
• Region Offices 

• Delegation: Effectively de'egates 
resoonsi&iBTias and projects 

• Organizing: Schedules and coordinates 
work, sets priorities. establishes efficient 
work procedures id meet objectives 

■ Planning: Sets goa/s and develops 
strategies and schedules for meeting 
these goats, anticipates obstacles and 
defines alternative itrategies 

• Fpflow-through'ReftatorSty: Demonstrate* 

ability fc> complete projects on an agreed 
on and timely basis, wiling to devote 
whatever time is necessary to complete 
job resoonebikbes 

• Listening: Demonstrates attention to and 
conveys unde retard rig of comments or 
questions of others 

• Coaching and Developing: Evafuates 
employees, provides performance 
feedback, facflitate* professional growth 

• Oral Commurscation: Speaks effectively 
one-toone and In groups, makes effective 
presentation# 

• Written Communication: Writes dearly 
and effectively using appropriate style, 
grammar, and tone in Informal and formal 
business communication 

• Leadership. Style, and Influence: Takes 
charge and initiates actions, directs 
activities toward accomplishment of 
meaningful goals, commands attention 
and respect of others 

• Conflict Management: Brings conflict or 
dissent into the open and uses it 
productively to enhance quality of 
decisions, arrives at constructive solutions 
whie maintaining positive working 
relationships 

• Has working knowledge of 
and can use an offica 
computer 

« Understands the use and 
application of: 

- SIS - SMS 

- SES • TPS 

. AIM - ASM 

- PAF - PDS 

- HR1S - MARLIN 

• Sales Personnel System 

- Business Information 

- SCP. Coupon Mgt System 
- Can analyze Region reports: 

- Distribution 

- Activity summaries 

- Domestic customer 

Analysis 

• Financial reports 

• Financial and Qualitative 
Analysis: Oraws accurate 
conclusions from financial 
and numerical material, 
apofet finanaal principles 
and numerical techniques to 
management problems 

• Problem Analysis and 

Decision Making: Identifies 
problems; recognizes 
synyjtoms. causes and 
alternative solutions; makes 
timely, sound decisions even 
under conditions of risk and 
uncertainty 

• Field experience helpful but 
not required 

• Has working knowledge of: 

Policy and Procedures 

- EEOC 

- RtS 

- HRIS 

- PDS 

• Coupon Tracking! 
Redemption 

Retafl/Oirect Accounts 

- Robinson Patman Act 

- Distribution channels 
FUR/comp© stive brands 

• Is krowtodgable of training 
programs: 

■ SMART 

- MFM 

- ELMT 

• Understands and u*as: 

- Bus ness planning 

• Tima management 

• Is knowtedoatofe of Home 
Office contacts (who to call 
on what matters) 

• Is dotal oriented and organized 

• b seff-starter/self-directed 

• Personal Motivation: Displays a high 
energy level, works hard to get things 
done, seeks increased responsibiSTy on 
the job 

• Openness to Change: Wiling » promote 
and adapt to change, demonstrates 
commitment to the organization, wants to 
see the organization succeed, 
understands the effort required to make 
sustainabteAneeningful change, wiling to 
■break china’ 

• Personal Adapts Miry: Responds 
appropriately and competently to the 
demands of work challenge* when 
confronted with changes, ambiguity, and 
adversity or other pressures 

• Bias Toward Action: Demon*traiaa 
commitment id buidlng a great enterprise, 
has a wef-batenoad sense of urgency, has 
a passion for making decisions and drives 
ter results, has a healthy optimism lor the 
business In believing any problem can be 
solved, has a ’can-do* attitude, stimulates 
bias toward action in others 

• Interperaonai Skils: Develop* and 
maintains smooth, cooperative working 
relationships with customers, peers, and 
superiors; show* awareness of and 
consideration for the opinion# and feelings 
of others 
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PROMOTION COORDINATOR 


Job Responsibilities 

Professions !/Manageria 1 

Technical 

Business 

Personal Dimensions 



Functional Knowledge & 
Skills 

Organixatk*\flrvdustry 
Knowledge & Skills 

Attributes/ 

Interpersonal Skills 

« Coordinate VO 

implementation of Wo'kplan 

• Coordinate! VAP 

• AHoca»srtr«nsfer» VAP 

• Oder* BSGSP 

• Oder* premiums 

• Stapes premium* 

• Troubleshoots premium* 

• Handle* increments! p'-tx-iotion* 

• Runs out leftover pmrrwum* 

• TratJt! promotion execution 

• Coordinate* POS and advertising 
(WorVptan) 

» Oversee! goal maintenance 

• Maintain* appropriate file* 

• Order* coupon* 

• Receives/Jssue* coupon* 

• Return* obsolete coupon* 

• Recencies coupon Inventory 

• Assist* with mmi 

• Maintains appropriate fie* 

• May assist with administrative 
support dutie* (typing.DTs. etc.) 

• Assists distrfcutor 

• Assists with phone* 

• Planning: Sets goals and develop 
strategies and schedule* for meeting 
these goal* 

• Fo*oe-throug*vReSabiHty: Demonstrates 
ability to complete protects on an agreed 
on and timely basis, wiBing to devote 
whatever time is necessary to complete 
job responsibilities 

• Organizing: Schedules/coordrnates work, 
sets priorities, establishes efficient work 
procedure* to meet objective* 

• It con*r* ten tty punctual 

• Maintain* professional image 

• listening: Demonstrates attention to and 
conveys understanding o f comments or 
questions of others 

- Unde rs tand s/c&n operate 
office computer and Che 
following applications: 

Sales Information System 
Sates Material* System 
- Business Information 
Spreadsheet (Excel) 

Word Processing 

• Understands and uses: 

- Time management 

• Ha* working knowledge 
of: 

- Workptan process 

- Direct Accounts and 
■contacts* (VAP) 

Basic knowledge or 
marketplace 

• Know* accountabiHtte* 
of: 

• DM 

• ARC 

- DR 

- AR 

• Personal Motivation: Display* a high 
energy level, works hard to pet things 
done, seeks Increased responsibility on 
the job 

• Personal Adaptabflity: Responds 
appropriately and competently to the 
demand* of work challenges when 
confronted with change*, ambiguity, and 
adversity or other pressure* 

> Interpersonal skill: Develop* and 
maintain* smooth, cooperative working 
relationships wflh customer*, peer*, and 
superior* 


to 


Ul 
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CD 


Job Responsibilities 

Professional/Managerial 

Technical 

Business 

Personal Dimensions 



functional Knowledge & 
Skills 

Oganlzalton/lndustiy 
Knowledge & Skills 

Attributes/ 
fmerpersonal Skills 

• Manages refurbrsMng 

• OdefSATxjnitD'S fixtures 

• Manages fixture inventory 

■ Schedules installations (may indude 
outside suppliers) 

• Processes supper requests 

• Maintain* aoorooriate files 

• Can demonstrate budding of fixtures, 
etc 

• Maintains warehouse 
» Supervises: 

- Merchandising Specialists 

- General Sales Workers 

• Prooedy rain* new part-time 
employee* 

• tdentitie* potential part-time 
performance Issue* 

• Tracks handheld vPoque3 

• Maintains office supplies 

• Manage* Vehicle Administration 

• Coordinate* POS-PDI (non-Workplan) 

• Ptannmg: Sets goals and des^ops 

strategies and schedules ’or meeting 
those goebi 

• Poitow througfvfleliabifity: Demonstrates 
ability B complete projects on an agreed 
on and timely basis, willing to devote 
whatever time !* necessary to complete 

Job responsible* 

• Organizing: Schedule* and coordinate* 
wont. *eta priorities. estabSshes efficient 
work procedure* to meet objective* 

• t* consistently punctual 

• Maintain* professorial image 

• Listening: Demonstrate* attention to end 
conveyi understardng of ihe comments 
of question* of other* 

• Has good oraf and written 
communication skits 

• UnderstandVcan ooerate 
office computer and the 
to lowing aoolications: 

Sales Information System 

- Sale* Material* System 
• Hand-held message* 

- Voice-Mail 

• Undersands and uses: 

- Time management 

* Has working knowledge ot 

Merchandising components 

• Personal Motivation: Displays * high 
energy level, works hard to get things 
done, seeks increased responsibiity on 
the job 

• Personal Adaptabilty. Respond* 
appropriately and competently to the 
demands of work dialenge* when 
confronted with change*, ambiguity, and 
adversity or other pressure* 

• Interpersonal skits: Develops and 
maintain* smooth, cooperative working 
relationship* with customers, peer*, and 
superior* 

• Mechanical SfciHt: I* able to read 
direction*, assemble fixtures, etc. 

• Has basic "tooT knowledge (hammer, 
screwdriver, drill, etc.) 


S0L9 9fr9TS 


Source: https://www.industrydocuments.ucsf.edu/docs/yhkyOOOO 










© R.J. Reynolds Tobacco Company 1993 Book I: Region Setup 


PERSONNEL & ADMINISTRATION COORDINATOR 


lob Responsibilities 

Professional/Managerial 

Technical 

Business 

Personal Dimensions 


Communications, Field 
Relationship*, leadership. 
Interpersonal Knowledge 4 Skills 

Functional Knowledge & 
Skill* 

Organi zalkWlnduflry 
Knowledge & Skills 

Attribute^ 

Interpersonal Skills 

• Handle* application* 

■ Processes new hire paperwork 

• Maintains PAF and HR1S 

• Enter* SIAP data 

• Answer* phone 

• Handle* general maJ/EAXe* 

• Administer* Voice-Man 

- Handles TPS office payments 

• Manage* Field Sales Operating Fund* 

• Inputs/Traeks budgets 

• Makes travel arrangement* 

• Makes meeting book* 

• Coordinates meeting* 

• Maintain* appropriate file* 

• f* responsible tor E-Mail communication 

• May assist with administrative duties 
(typing. DTs. etc.) 

• Planning; Set* goal* and develops 
strategies and schedule* tor meeting 
those goal* 

• Foilow-ThfougVReSabiSty: Demonstrate* 
ability id complete project* on an agreed 
on and timely basis. wring to demote 
whatever time I* necessary to compter* 
fob r*spoo*iWitie* 

• Organizing: Schedule* and coordinate* 
work. »er* priorities. MtebSsh** efficient 
work procedure* to meet objective* 

• Telephone manner* are professional, 
pleasant, and pedprmed without waited 
time 

• Oraiartowntten communication* are 
timely, cons'se. and dearly uncle-stood 

• Under* tand*/can operate 
office computer and iha 
Wtowing app&cation*: 

- Sale* Information System 

• Personnel Data System 

• labor Reporting Sy*tem 

• Sale* E xpense System 

• Understand* and u*es: 

- Time management 

• Understand*: 

• Sale* Department pekoe* 
and procedure* 

• Know* Individual contact* 

(who to call on what matters) 

- HRIS 

• RtS Manual 

• Pmraonai Motivation' Display* a high 
energy level, works hard to get thing* 
done, seek* increased responsibility on 
the job 

• Personal Adapcatrtty; Retpood* 
appropriately and competently b (he 
demand* of work chalenge* when 
confronted with change*, ambiguity, and 
adversity or other pressure* 

• Interpersonal stoRa: Develop* and 
maintain* imooth. cooperative working 
relationship* with customer*, peer*, arvd 
Superior* 


ro 
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SYSTEMS COORDINATOR 


ro 


03 


Job Responsibilities 

Professional/Managerial 

Technical 

Business 

Personal Dimensions 



Functional Knowledge A 
Skills 

OrganizatiorVTncfustry 
Knowledge A Skills 

Attributes/ 

Interpersonal Skills 

• Inputs tabor reporting 

• Inputs expense reports 

• Overseas SIS reporting 

■ Reviews Pay Reg-ster 

• Reviews Vending Pay Register 

• Performs 7t0l entry 

• Maintains contracts 

• Handle* SOM requests 

« Maintains appropriate files 

■ May assist with administrative support 
duties (typing. DTs. etc.) 

• Manages drafis/voucher* 

■ Handles presentations: 

- CAPS 

- Grossnet 

- Power-Point 

• Planning: Sets goals and deve'ops 
strategies and schedules for meeting 
those goals 

• Follow-throuQh/RefiaiHGry Demonstrates 
ability to complete protect* on an agreed 
on and timely bass, witling » devote 
whatever time is necessary to complete 
fob responsibilities 

• Organizing; Schedules and aconj'mates 
wodc. mis priorities, establishes efficient 
work procedure* to meet objectives 

• 1* consistently punctual 

• Maintains professional 'mage 

• Listening: Demonstrates attention to and 
conveys understanding of the comments 
or questions of others 

• UnderstandVcan operate 
office computer and the 
following applications: 

Safes ^formation System 

- Business information 

- Temporary Payment 
Systems 

- Word 

Excel 

• Understands and uses: 

Time management 

• Has working knowledge of: 

- Pay Registers 

• RJR contract entries and 
designations 

• Vehicle guideines and 
’contacts.* (Home 

Office, PMej-t) 

• Personal fcfotjvacion: Displays a hgh 
energy level, works hard to get hings 
done, seeks tocreased responsbirty on 
the job 

• Personal AdaptabiSty; Responds 
appropriately and competently to the 
demands of work dabngn when 
confronted wiih change*, ambigtsty. and 
adversity or other pressures 

• Interpersonal skit*: Develop* and 
maintains smooth, cooperative working 
relationships with customer*, peers, snd 
superiors 
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Communications 


3 


Summary 


A crudal and ongoing step in the successful implementation of a Region Opera¬ 
tions Unit is to clearly, openly, and frequently communicate the operational de¬ 
tails of new procedures and guidelines to all Region sales personnel. 

In initial tests, a multitude of questions, concerns, and suggestions almost imme¬ 
diately descended on the Region Operations Unit. After a month of fielding these 
queries, the Unit issued an update of specific details regarding each position and 
the administrative procedures undertaken in each. This update was tremendous¬ 
ly helpful to the field in reducing unnecessaty confusion and maintaining a posi¬ 
tive approach to the roll-out. 

Included here are examples of documents sent to Region sales personnel. It is 
recommended this information be reviewed and updated to reflect specific Re¬ 
gion policies and distributed to the field as soon as possible. Optimally, the field 
would receive these notes at the initial roll-out meeting. 
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1 bacco Ccmpany 


To: Region Personnel April 8,1993 

Subject: Operations Office Update 
Ladies & Gentlemen: 

The purpose of this letter is to provide you with information about the Operations Of¬ 
fice. We’ve been up and tunning for about a month and many changes have oc¬ 
curred. This letter should help to answer some common questions and clarify some 
new procedures. Please share any appropriate information with P/T personnel. 

Although this is not all inclusive, it should be a good communication starting point. 
Additional information regarding the Operations Office will be sent out as needed. 
Remember, we are here to provide support for you! Let us know how it's working 
and as always, any suggestions will be gladly accepted. 


Sincerely, 


Region Operations Manager 


"We work for smokers" 
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Promotion 
Coordinator (PRC) 


• All Workplan promotions will bo allocated and ordered by the Promotion 
Coordinator. 

• Workplan promotions will be allocated based on National Promotion Indica¬ 
tors. Each territory will receive an allocation based on the percentage of the 
Division total for each program. 

• Value-Added Direct Chains will be provided with the proper allocations of 
items; however, the appropriate Chain Account Manager (CAM) will contin¬ 
ue to communicate with these accounts. The CAM may need to order promo¬ 
tional product or additional product to pack a promotion in order to comply 
with Direct Account (D/A) ordering procedures. Communication between 
the PRC and CAM will be critical. CAMs may wish to turn this function over 
to the Region Operations Office in the future. 

• The PRC will be monitoring leftover Value-Added Program (VAP) promo¬ 
tions to assist in getting the promoted product to retail. Chains will receive 
priority. 

• Workplan promotion-specific POS will be ordered and allocated along with 
premiums, coupons, and BSGSFs. This POS will be ordered directly to the 
home of the Sales Representative (SR) or to a storage area. 

• A Workplan book will be mailed out to all Division Managers (DMs) and 
reps prior to down-the-Strect (DTS). This book will communicate the promo¬ 
tion description, a picture if available, allocations, and ship-to points for all 
programs. Hopefully, this information will be available 1 month prior to DTS 
on all programs. 

• A copy of the Workplan book will be distributed to DMs for review and revi¬ 
sion prior to ordering. 

• Until a revised Value-Added indicator is established, thePPl,PP, andPP3 
indicators will be used. 

• All coupons will be ordered by the Promotion Coordinator to the appropri¬ 
ate SR’s home or storage area. 

• No coupons should be ordered to Division offices by management because of 
complications that will occur with the Coupon Management System. Any 
coupons shipped to Division offices will be ordered by employees to ensure 
proper tracking. 

• Sales Representatives should anticipate and plan their coupon needs. 

• Coupons should be requested via the new coupon requisition form. 

• A coupon printer is located in the Region Operations Office to handle com¬ 
petitive situations that occur at retail, These printers are for handling excep¬ 
tions, everyday needs. 
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COMMUNICATIONS 


Pre-books for Chains should be mailed to the appropriate Direct Account 
from the Chain office. A copy of the au thorization/pre-book should be 
mailed to the Region Operations Office for distribution to the appropriate 
Sales Representatives. This process should eliminate the double handling of 
paperwork associated with sold product and should speed up delivery to re¬ 
tail. All Value-Added authorizations should be directed to the Region Oper¬ 
ations Office. 
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Materials 
Coordinator (MC) 


• All work orders should come to the Materials Coordinator for ordering. 

• Ensure that work orders are filled out as completely as possible with the fol¬ 
lowing: 

Store volume 

- Chain ID -if independent, write IND 
Diagram number 

Profile 

- Security/Non-Sccurity 
Drawing of fixture (if needed) 

• Work orders will be scheduled by the MC wilh a copy of the schedule going 
to all Region Operations Unit reps, Special Accounts Managers (SAMs), and 
CAMs. 

• Travel will be limited to a 60-mile radius except for large merchandising sets. 

• Scheduling the Merchandising Specialists outside the Region Operations Of¬ 
fice will be done as directed by the local DM. Proper communication with 
the MC will be critical. 

• Sales Representatives' supply requests will be filled and ordered by the MC 

- a new request form will be distributed in the near future. Indicate individ¬ 
ual units or SKUs on all supply requests. Any items that are unavailable or 
backordered will be noted. 

• Copies of completed Chain work orders will be forwarded to the appropriate 
SAM or CAM if completed by the Region Operations Unit Merchandising 
Specialists. Any work orders completed by a SR or outside MS should be 
sent to the MC and will be forwarded to the appropriate CAM or SAM. This 
way CAMs and SAMs will thus be informed of the status of their Chain. 

• Voice-mail will be used to clarify any questions regarding work orders; how¬ 
ever, be as clear as possible on the original work order. 

• Master Store List (MSL) information will be used to clarify work order. MSL 
must be accurate. 

• Fixtures removed from retail will be cleaned up and used for future requests 
whenever possible. 

• New-style wood flex is now available and should be considered when selling 
fixtures - cost of wood flex is about one-half that of metal. 

• Pre-built springfeds will be set by P/T if Plan-O-Gram is submitted. 

• A new work order is being developed. Use the current work order to com¬ 
municate needs until the new version is finalized. 

• A significant number of work orders is being received via FAX. Although ur¬ 
gent material may need to be faxed periodically, faxing this material should 
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Communications 


be the exception rather than the rule. 

• A supply of handheld computers will be maintained in theRegion Opera¬ 
tions Office. Reps should follow traditional guidelines and call for a replace¬ 
ment if directed to do so by the Help Desk. 
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Personnel & 
Administration 
Coordinator (PC) 


• Full-time recruiting, Interviewing, and selection will be a part of the new op¬ 
eration. When an opening occurs, the DM will be supplied with several qual¬ 
ified candidate from which to make a final decision. 

• Current applications will be maintained in the Operations Office. Anyone in¬ 
terested in working for RJRT full time should submit a resumf to the Region 
Operations Office. No applications should be distributed. Please use good 
judgment to determine whether an interested party is qualified. 

• Part-time vacancies should be handled in the traditional manner. No part- 
time recruiting will be done in the Operations Office. 

• New hire paperwork will be completed by the PC (if appropriate) to include 
part-time employees (metro Twin Cities only). An appointment should be 
set up with the PC for new P/T hires. In many instances, it will not be feasi¬ 
ble for a new hire to travel to the Region Operations Office. In these cases, an 
RJRT manager or experienced sales rep may fill out employment papers. It 
will be the DM's responsibility to sign the paper prior to mailing. 

• Check with the PC prior to committing to a start date for any new hire. Start 
dates must occur at the beginning of a pay period. 

• All new hire paperwork should be directed to the Operations Office for 
entry. No paperwork should be directed to Winston-Salem. 

• All Human Resources Information System (HR1S) information should in¬ 
clude address, phone number, emergency contact, etc., and will be main¬ 
tained on-line in the Operations Office. Any changes should be directed to 
the PC for updates. 

• Any necessary travel arrangements at the Division level will be made by the 
PC. 

• Meeting coordination will be handled by the PC. 

• Mail will be sent to Sales Representatives once a week as a general guideline. 
Any urgent mail will be sent on immediately if necessary. 

• Mail received in the office should be organized with similar items attached 
together (i.e., retail order receipts, jobber receipts, etc.). 

• Mail forwarded to DMs will be marked if some action has been taken. The 
appropriate personnel will be copied for routine correspondence with a note 
of who was copied. Correspondence that is more sensitive or confidential 
will be forwarded directly to the DM and appropriate action as requested by 
the DM will be taken. 

• General mail will be sent to the Region Operations and CAM offices daily. 
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Issued: 8/93 



COMMUNICATIONS 


Systems 
Coordinator (SC) 


Additional Steps 


• Any Sales Information System (SIS) reports that sales reps or managers 
would like to review should be requested from the SC. These reports will be 
sent only when requested — not automatically, tf certain reports are being 
consistently requested, the DM will determine whether the report should be 
sent automatically. 

• Drafts and vouchers will be handled by the SC. 

• All 7101s and contract changes, additions, and deletions will be entered by 
theSC. 

• All vending pay registers will be approved by the SC. 

• Sales Rep Chain and Independent Quarterly Pay Registers will be approved 
by the SC. Cooperation in submitting changes prior to the cut-off date will be 
appreciated. 

• Contracts, filed alphabetically, will be maintained in the Region Operations 
Office. 

• Any presentations required at the Division level will be put together at the 
Operations Office. Good judgment should be used in determining whether a 
formal presentation is necessary. 

• All expense reports should be submitted to the Region Operations Office for 
entry. 

• Expense reports should arrive in the Region Operations Office on Monday. 
Any reports received after Wednesday’s mail (A.M.) will be held and entered 
the next period. Please ensure all reports are complete and only submit a re¬ 
ceipt if required. 

• Any exceptions to a normal workday should be left on the SC's voice-mail to 
include vacation, illness, etc., on the day in question. This information should 
also be included in the expense report. 

• Part-time hours should be called in on the appropriate answering machine 
line. A signed hours sheet should be submitted at the end of each 2-week pe¬ 
riod to include hours worked by day and mileage by day. An 800 number for 
these lines will soon be available. 

• The Region guideline for P/T miles is 300 per week. Exceptions will be for¬ 
warded to the appropriate DM for review. 

Initial communication is not the final step in the communication process; ongo¬ 
ing and thorough communication must continually maintain the required level 

of understanding required if the Operations Unit is to succeed. 

The following pages highlight correspondence sent to the field covering a wide 

ranges of topics, They are included for your review and use if needed. 
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1 baccoCcmpary 


To: Green Bay Sales Representatives March 9,1993 

Subject: Region Operations Department 
Ladies & Gentlemen: 

You recently attended a meeting conducted by Wayne Tucker explaining the new 
Region Operations concept. 

We are pleased to announce that we're ready to roll the Green Bay Division into the 
operation effective 3/15/93. 

Please submit your expense reports and part-time hours to the Green Bay of¬ 
fice for period ending 3/14/93. All future expense reports, work orders, 7101 *s, 
supply requests and any other materials previously sent to the Division office should 
be directed to the address listed below effective March 15: 

Region Operations Office 
6431 Cecilia Circle 
Bloomington, MN 55439 
Phone (812) 941-3466 
Fax (612) 941-4906 

Part-time employees should begin calling in their hours weekly beginning Friday 
March 19,1993. We are in the process of establishing a voice mail system so further 
details regarding this procedure will follow. 

The Region Operations Department was designed to reduce and streamline admin¬ 
istrative efforts at all levels. We look forward to providing you with quality administra¬ 
tive support with minimal turn around time. Any suggestions or recommendations 
relative to improvements in our area will be gladly accepted. 

Sincerely, 

T.W. Goudreault 
Region Operations Manager 

cc: RLM 
SSI 
DWG 
JS 
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1 beicco Company 


March 26,1993 

TO ALL FIELD SALES REPRESENTATIVES 

SUBJECT: BIWEEKLY EXPENSE AND PAYROLL REPORTS 
AND LABOR REPORTING 

Ladies & Gentlemen: 

As you are aware, all Expense Reports are now being processed through the Re¬ 
gion Operations Office. 

Four Divisions/Districts sent reports this week. Green Bay will have theirs sent next 

pay period and Milwaukee the following pay period. This is a great amount to pro¬ 
cess and I need your cooperation. Following are some important guidelines: 

• IMPORTANT - If you have worked less than a 40 hour week due to vacation, ill¬ 
ness, etc. You MUST call these exceptions to the Systems Coordinator via voice 
mail. This is very important for the Labor reporting process. If the office gets the 
info from your expense report - it is 'after the fact" and is time-consuming to up¬ 
date. 

• Mail your report promptly - any reports received later than the Tuesday after the 
pay period (holidays being an exception), will have to be held over to the next 
pay period. 

• Send in only the white copy and receipts - Also, if noted on Expense Report that 
a receipt is necessary if over $25.00 - DO NOT send in receipts under the $25.00 
amount. 

• Fill in ALL your totals, gallons of gas, dollar amounts, personal mileage, etc. 
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Ensure beginning and ending miles are entered. 


• Please enter all the expense codes -1 have attached a copy of the most used 
codes. If you have a questions on a code - call the Systems Coordinator at the 
Operations Office at (612) 941-6466. 


Thank you for your cooperation with this important matter. 

Sincerely, 

T.W. Goudreault 
Region Operations Manager 

TWG:ch 

Attachment 


© R.J. Reynolds Tobacco Company 1993 


Book /: Region Setup ■ 3-11 


SourceJittos^ww^ndusti^document^cs^^^^^J^^^ 


51846 6719 





EXPENSE CODES AND DESCRIPTIONS 


CODES 

DESCRIPTIONS 

102 

Total Miles Driven 

103 

Personal Miles - Record Daily Usage 

104 

Gas Gallons - Per Purchase 

106 

Oil Quarts - Quantity Purchased 

107 

Commuting Mileage 

210 

Gasoline - Dollar amount of purchase 

220 

Oil - Dollar amount of purchase 

231 

Parking - amounts per day 

232 

Storage - Garage - Overnight storage of company vehicle • required 
approval 

240 

Wash per week - chargeable once per week 

250 

Lube, filters, etc. If purchased with an oil change, record quarts of 
oil to #106, with dollar amount charged to #220. Specify charge in 
explanation section. 

270 

Auto license - insert as needed on blank line under "wash” section 

290 

Misc vehicle expenses as needed. Specify charge in explanation 
sections i.e., washer fluid, headlamps, etc. 

310 

Lodging, while in travel status only. Receipt must show "zero bal¬ 
ance" or credit card receipt attached. Specify date, night, etc. in ex¬ 
planation section. 

320 

Breakfast • yours only/travel 

322 

Lunch - yours only/travel 

325 

Dinner - yours only/travel 

342 

Telephone - pay phone or calls from home. Receipt required for 
charges over $5.00 

343 

Postage - stamps, UPS, Federal Express - Receipt if over $25.00 
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349 Sundry expense - tape, fixture cleaning supplies, etc. Call if ques¬ 

tions on this area. Please report in the expl section what was pur¬ 
chased and receipts. 

411 Temporary pack displays - for C&D calls. 

439 Fixture hardware, materials, again, call if questions 

540 Consumer offer 
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1 tacco Company 


March 12,. 1993 

To: Managers, Representatives, Support Staff 
Subject: Voice Mail 
Ladies & Gentlemen: 

We have recently been added to the Winston-Salem voice mail system which will al¬ 
lows us to communicate with other employees throughout the Region. 

This voice mail system has many benefits, some are listed below: 

• Allows for faster turnaround time than current handheld message system. 

• Strategical changes can be communicated to the entire Region or Division in one 
message which will guarantee that employees get the same information the 
same way. 

« Allows for an immediate response to be sent back to an individual that sent you a 
message. 

• Allows an individual that sent a message to see if it was picked up by the recipi¬ 
ent. 

• Will allow Sales Representative to communicate with each other to get informa¬ 
tion on S/R chains, bill thru's, transferring of supplies, etc. 

The bottom line is that voice mail, if used properly, will allow us to communicate 
more efficiently with less turn around time. Written communication will also de¬ 
crease. 

The voice mail system will work very nicely in conjunction with our new Region Op¬ 
erations Office. On the next page are some examples of effective use. 


tfl 

h* 

CO 
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Materials Coordinator Kevin Redding receives a work order requesting 3-4 ft 
security doors tor diagram #110. Kevin notices that the doors requested do 
not match the diagram number and leaves the following message on voice 
mail "work order for Joe's Market requested 3-4 ft security doors however dia¬ 
gram numbers show that you need 4 3 ft doors. Which is correct?" S/R picks 
up message and responds to questions and the fixture is ordered. 

S/R is moving and has new address information. Calls Personnel & Adminis¬ 
tration Coordinators mailbox and leaves the new address. Updates are han¬ 
dled. 

DM sees heavy Cambridge couponing at the $4.00 level throughout the 
Division. Sends exact same message to all Division reps to immediately re¬ 
quest $4.00 Doral coupons for anticipated needs. DM requests notification for 
personnel who do not pick up their messages within 24 hours and receives 
notification when picking up his/her messages. 

These are just a few examples but the point Is to request the exact information you 
need rather than saying "call me about the work order for Joe's Market." 

Another key to this system working is that ail personnel must check their voice mail 
at least once per day, preferably twice per day. 

Attached is a reference guide on how to use voice mail. The first time you call, you’ll 
enter your employee number & # when they ask for your password. You’ll then enter 
your employee number and # again as your mailbox ID. Your employee number will 
be your permanent mailbox ID. You will have to establish a 5-8 digit password that is 
different than your employee number for future use. The online tutorial gives a thor¬ 
ough explanation of how to use the system. Please experiment. 

Attached is an employee listing with account numbers. You will need these numbers 
to send messages to the appropriate mailbox/person. 

In closing, it is extremely critical that people pick up their voice mail and respond to 
any messages for this to work successfully. Any messages relayed from customers 
should receive same day response without exception with personal contact within 
one week. 

If you have any questions regarding voice mail, please call the InfoMail help line at 
919-741-6840 or call me at the Operations Office. 


Sincerely, 


T.W. Goudreault 
Region Operations Manager 
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DiV | 

Employ** 

Mailbox 

Div # 

Employ m 

Mailbox 

6300 

David L. Wilmeaher 

47293 

6326 

David L. Smilden 

51191 


Jay R. Loftin, Jr. 

59752 

1 

Wade Oman 

77489 


Roxanne A. Resume 

77986 

2 

Matt Pelphrey 

7B079 




3 

Sally Oniakin 

77948 

6310 

Tom W. Goudreault 

69286 

4 

Kris Frank 

830933 


Virjeon Lindgren 

67873 

S 

Mace Hershberger 

77470 


Lynatte Spiering 

77676 

6 

Joe Hughesdon 

71456 


Peter Battis 

820972 

7 

Ted Anderson 

65801 


Kevin Redding 

827071 

8 

Joe Ademino 

73235 




9 

Michael Engel 

78033 

6322 

Ron L. Moen 

37667 

10 

Jay Luko 

76335 


Dan W. Griffiths 

72537 

11 

Tim Cleland 

827634 


Sheldon S. Idao 

66588 

12 

Jon Fleck 

828381 


Julie A. Stindt 

77666 




1 

Jerry Glaze 

343329 

6328 

Tom P. Burns 

71824 

2 

James Hoyt 

73784 

1 

Warren Steiner 

75360 

3 

Rodney Metz 

76821 

2 

Jim Mooreq 

77197 

4 

Mary B. Jossart 

77290 

3 

Kari Olson 

77176 

5 

Cherrie Chaltron-Fenander77888 

4 

Greg Bounds 

72538 

6 

Ron Larson 

40463 

5 

Brian Woiid 

73103 




6 

Phil Peterson 

77319 



Example of Voice Mall listings 
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1 tecco Company 


March 25,1993 

D.L. Wilmesher 
J.R. Loftin 

Chain Account Managers 
Division/District Managers 
Field Sales Representatives 

SUBJECT: NEW TELEPHONE NUMBERS ■ Region OPERATIONS OFFICE 

Ladies & Gentlemen: 


Following are the assigned telephone numbers: 


(612) 941-3466 

Main number - D.L Smilden - Retail, etc. 

(612) 941-3494 

Roll-over number 

(612) 941-4905 

T.W. Goudreault 

(612) 941-9247 

Virjean Lindgren 

(612) 941-9240 

Lynette Spiering 

(612) 941-8253 

Peter Battis 

(612) 941-9230 

Kevin Redding 

(612) 941-4906 

Fax 

(612) 941-8086 

Answering machine for 6324,6326,6328 

(612) 941-9208 

Answering machine for 6322 and 6332 


Sincerely, 


T.W. Goudreault 
TWG:ch 
cc: MWSA 


’We work for smokers" 
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1 bacco Company 


~vr~ 


w 


March 2,1993 

Subject: PRE-BOOKS FOR DIRECT ACCOUNTS 

Ladies & Gentlemen: 

In an effort to reduce lag time in processing pre-books, effective immediately, please 
begin sending pre-books DIRECTLY to the Direct Accounts. The attached list pro¬ 
vides the necessary information. 

• Direct Account 

• Address 

• Direct Account personnel the pre-book should be addressed to the attention of 

Please ensure all information is complete on the pre-books, i.e., line numbers, store 
number with direct account, etc. 

This should reduce the time lag between taking the pre-book orders and delivery of 
product. Hopefully, this will help us sell more cigarettes more often! 


Sincerely, 


T.W. Goudreault 

TWG:vl 

Attachment 


S-1 
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DIRECT ACCOUNT INFORMATION 
FOR PRE-BOOKS 


All accounts with ‘ MUST have line numbers 

AMUNDSON CIGAR & CANDY COMPANY 
7856 12TH AVE SOUTH 
BLOOMINGTON, MN 55420 

BOYD HOUSER CANDY 
307 NORTH WASHINGTON AVE 
MINNEAPOLIS, MN 55401 

•FAIRWAY FOODS 
4567 WEST 80TH STREET 
BLOOMINGTON, MN 55437 
ATTENTION: SCOTT SAFFGREN 

J.P. FRITZ COMPANY 
HASTINGS AVENUE & HIGHWAY 61 
NEWPORT, MN 55055 
ATTENTION: CITY DESK 

•R.E. FRITZ, INC. 

8511 10TH AVE NORTH 
MINNEAPOLIS, MN 55427 

* GATEWAY FOODS 
3501 MARSHALL ST NE 
MINNEAPOLIS, MN 55418 
ATTENTION: GLORIA LORD 

* GATEWAY FOODS 
HWY 30 EAST 

BLOOMING PRAIRIE, MN 55917 
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1 tecco Company 


March 10,. 1993 

D.R. Baker 
G.M. Palmer 
M.S. Goring 
D.L. Smilden 
T.P. Burns 
J.J. Girard 
B.K. Hamilton 
D.W. Fisher 
L.A. Goranson 


Ladies & Gentlemen: 

Over the past lew weeks we have obviously been reorganizing the operating func¬ 
tion to support Division administrative functions. In my opinion, to date things are 
going welll 

Also, over these couple of weeks I have heard numerous concerned comments, 
mostly dealing with little things. Remember, to make this type change we must be 
cooperative and not picky. 

The fact is, we can work through all areas of concern If we work together, be con¬ 
siderate, and ask for help versus demanding help. 


Sincerely, 


D.L. Wilmesher 
TWG:vl 
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1 becco Company 


March 19,1993 

TO ALL PART TIME PERSONNEL - Divisions 6324, 6326, 6328 & 6330 
SUBJECT: REPORTING OF PAYROLL HOURS 

Ladies & Gentlemen: 

Enclosed in this packet are time sheets, envelops and mailing labels for your use. 
Listed below are the guidelines to be followed: 

• Call every week - Friday pm, Saturday or Sunday - make sure you call before 
8:00 am on Monday. 

• Call (612) 941-8086 

• After the beep, slowly give your Division/District name and number 

Give your name, spell your name and then give the week ending, hours daily. 
Monday hours, Tuesday hours, etc. 

• Give you r total miles for the week. Guidelines for the area are a maximum of 300 
miles per week. Please contact your Division/District Manager if there is to be an 
exception. 

• Please DO NOT send any requests for drafts, labels, etc. 

• Immediately after calling in your hours for the second week of the pay period, 
mail in your attached time sheet and mail in the special envelopes. This is man¬ 
datory. 

If you have any questions, please call the Systems Coordinator at 941-3466. 

Thank you for your cooperation in this important function. 

Sincerely, 

T.W. Goudreault 
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PART TIME - REPORT OF HOURS 


Division # 


Employee Signature 


Week Ending 


Week Ending 


Monday _ 

Tuesday _ 

Wednesday _ 

Thursday _ 

Friday _ 

Saturday _ 

Sunday _ 

WEEK #1 TOTAL _ 

BIWEEKLY TOTAL # HOURS 
BI-WEEKLY TOTAL# MILES 


Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

WEEK #2 TOTAL 
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ADMINISTRATIVE SUPPLY REQUEST 


ITEM 

COMM# 

(NEEDED 

ATTN:LYNETTE 

710Ts 

ORDER BOOKS 

071019 

237685 


SALES REP_ 

CASH RECEIPTS 

SALES COMM MEMO 

070680 

pkg/25 


DIV/REP# 


CONTRACTS 

COUNTER PCD 071621 

CCD 288795 

EXTRA VALUE 173879 

UPM 108605 

EXP CHECKLANE 111982 

SHELF SSI 073879 

SCDP1 • SCDP2 373385 

NSS-1 144223 

ESS 388128 

PREFPRCTR 148766 

PREFPRCTN 388126 

PREF PRES A 14B766 

PREFPRESAB 177377 

PREF PRES AC 177322 

REF PRES ABC 177333 


DRAFT BOOKS 


$5.000_ 

$500 

DRAFT BOOK COVERS 




ACCTS NOT CONTACTED 

DISTRIBUTION 

WHOLESALE DISTRIBU 

D/A# 



SCROLL LIST 

MASTER LIST 

MASTER LIST/TOP 25 

ACTIVITY REPORT QUARTER 


MONTHLY 


LINE NUMBERS 


D/A#_ 


ACCTS W/NO TAX ID 

RETURNED GOODS 


D/A#_ 


TEMP DISPLAY REPORT 

MONTH_ 

CHAIN ID 

PROMOTION 
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PACKAGE CONTRACTS 


Contract Type 

Plan 

Units 

ReqVol 

Payment 

Requirements 

UPM 

3R 

1 

90-119 

$50.00 

Universal Package Merchandiser Plan 


3S 

1 

120+ 

$100.00 

RJR Sell Service Spring Load 

Package fixture with a promotional 
platform (dump bln) exclusively lor 
RJR's use 

ECD 

1A 

1 

300-499 

$70.00 

Express Checkland Display 


IB 

1 

300-499 

$50.00 

RJR Sell Service Spring Load 


2A 

1 

500+ 

$100.00 

Package fixture with a promotional 


2B 

1 

500+ 

$80.00 

platform exclusively for RJR located at 
the checkout area. A « Exclusive RJR 

B - Shared RJR/Others 

CCD 

CCD1 

1 

76-119 

$21.00 

Doral Continuous Counter Display 


CCD2 

1 

120+ 

$30.00 

(prominent location) Doral sell-service 
or non-self service counter display 
consisting of a minimum of 2 trays tor 
product 

EXTRA VALUE 

EVD 

1 

76+ 

$15.00 

Extra Value Counter Display 

Extra Tray added to CCD lor 
Magna/Sterling brands and/or 
exclusive display lor Magna/Sterling 
brands. 

COUNTER PCD 

2J 

80 pk 

40-99 

$10.00 

Permanent Counter Display 


2K 

120pk 

40-99 

$18.00 

(full price brands) Located 


3J 

80 pk 

100-169 

$29.00 

in the cash register position or 


3K 

120 pk 

100-169 

$37.00 

#1 position in the store 


3L 

140 pk 

100-169 

$41.00 



3M 

160 pk 

100-169 

$43.00 



4J 

80 pk 

170+ 

$35.00 



4K 

120 pk 

170+ 

$44.00 



4L 

140 pk 

170+ 

$46.00 



4M 

160 pk 

170+ 

$49.00 



2B 

80 pk 

40-99 

$9.00 

Permanent Counter Display (full 


2C 

120 pk 

40-99 

$16.00 

price brands) located within 3' 


3B 

80 pk 

100-169 

$15.00 

of the primary selling area. 


3C 

120 pk 

100-169 

$21.00 



3D 

140 pk 

100-169 

$25.00 



3E 

160 pk 

160 pk 

$27.00 

<-* 


4B 

60 pk 

170+ 

$27.00 



4C 

120 pk 

170+ 

$35.00 

Or 


4D 

140 pk 

170+ 

$38.00 

cn 


4E 

160 pk 

170+ 

$40,00 

-si 

U) 


w 
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Contract Type 

Plan 

Units 

Roq Vol 

Payment 

Requirements 

PREFPRCIR 

3K3 

1 

100-169 

$85.00 

Preferred Presence Counter 


3L3 

1 

100-169 

$95.00 

Display Plan - RJR's PCD 


4K3 

1 

170+ 

$95.00 

in cash register position, 


4L3 

1 

170_ 

$100.00 

promotional platform or VAP displays, 
lighted sign (15 * 49 or 32 x 37), 
Winston reader board sign, 

PREP PRES 

AB 

1 

100-169 

$35.00 

Enhanced Preferred Presence 


AC 

1 

100-169 

$50.00 

AB - Enhanced lighted PCD, floor 


ABC 

1 

100-169 

£85.00 

display and overhead preferred 


4K1 

1 

170+ 

$129.00 

presence sign 


4L1 

1 

170+ 

$131.00 

AC - same with additional 


4M1 

1 

170+ 

$134.00 

advertising 

ABC - same with a CCD, either 
self-service or NSS 

SACON 

A 

1 


$30.00 

Savings Consolidation for Total 
Category Management. Supplemental 
package display consolidating 
subgeneric displays into one area. 

FLOOR PFO 

5A 

1 

700+ 

$40.00 

Permanent Floor Display 


5C 

1 



(usually K-Marl) 
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PACKAGE CONTRACTS 


Contract Type Plan Units Req Vol Payment Requirements 


SHELF SSI 

BXXXX 

ffrows 

225-299 

$1.00 

Self Service One Carton Shelf 


CXXXX 

#rows 

300-499 

$2.60 

RJR products are displayed on the 


DXXXX 

ffrows 

500+ 

$3.00 

top 2 shelves of a self service carton 


fixture. Number of rows are calculated 
using these guidelines. 

4' shelf - 13 rows 

3' shelf - 9 rows 2.5' shelf = 8 rows 


SHELF SS1-V BXXXX 

ffrows 

225-299 

$1.00 

Shelf Service 1 -V Carton Shelf 

CXXXX 

#rows 

300-499 

$2.60 

Plan - RJR products are 

DXXXX 

ffrows 

500+ 

$3.00 

vertically loaded on either a PM or 


RJR self service carton fixture. 
Number of rows are calculated the 
same as above. 


SCDPi 

2X 

3X 

4X 

5X 

6X 

2Y 

3Y 

4Y 

1 

1 

1 

1 

1 

1 

1 

1 

200-499 

500+ 

500+ 

300-499 

500+ 

200-499 

500+ 

500+ 

$30.00 

$40.00 

$64.00 

$30.00 

$64.00 

$20.00 

$25.00 

$35.00 

Savings Center Display Plan 
(covers base of 16 rows) 

RJR savings brands, except lor 
Forsyth brands, occupying 
a minimum of 16 rows on the top 
two shelves of a RJR carton 
fixture 

SCDP2 

2XXXX 

ffrows 

up to 24 

$1.00 

Savings Center Display Plan 


3XXXX 

ffrows 

16 32 

$2.00 

(covers additional rows) 


4XXXX 

ffrows 

up to 32 

$2.00 

RJR savings brands, except 


5XXXX 

ffrows 

up to 48 

$2.60 

Forsyth brands, occupying more 


6XXXX 

ffrows 

up to 48 

$3.00 

than 16 rows on the carton fixture. 

The number of plan rows is calculated 
by counting the number of savings 
rows above 16 rows. 


SHELF NSSl 

AXXXX 

ffrows 

100-199 

$0.35 

Non Self Service Carton Shell 


BXXXX 

ffrows 

200-299 

$0.45 

Plan 


CXXXX 

ffrows 

300-499 

$0.75 



DXXXX 

ffrows 

500+ 

$1.25 


SHELF NSS2 

EXXXX 

ffrows 

300+ 

$1.50 

NSS Carton Shelf Plan (add prom display) 


FXXXX 

ffrows 

300+ 

$1.75 

NSS Carton Shelf Plan (add signage) 


GXXXX 

ffrows 

300+ 

$2,00 

NSS Carton SeH Plan (add again & 
promo) 
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Contract Type Plan 


Units 


Req Vol Payment 


Requirements 


PREF PR CTN 

3C 1 

300+ 

$50.00 

Preferred Presence Carton Display 


3D 1 

300+ 

$75.00 

Plan - Bonus tor having RJR carton 


3E 1 

300+ 

$100.00 

contract, package contract, and 
savings contract. 

3C - Unlighted Fixture 

3D • One lighted fixture 

3E » 1 or 2 lighted fixtures, lighted 
side sign, lighted clock, etc, 

TCMS 

SS 1 


$1 to $150 

Total Category Management 


NSS 1 



(supermarket only) - Bonus for having 
RJR carton contract, package fixture, 
savings contract and RJR private 
label/generic brands. 

TCM 

C 1 


$1 to $85 

Total Category Management 


NSS 1 



(convenience store only) - Bonus for 
having RJR Prefened presence 
Program, enhanced lighting and RJR 
private label/generic brands. 

CMC 

SS 1 


$75.00 

Category Management 


NSS 1 


$100.00 


•5CPO 

A 1 

120-149 

$20.00 

Savings Contract for Pack Outlets 

replaces 

B 1 

150-169 

$30.00 

Supplemental fixture with a minimum 

SCDPi) 

C 1 

170+ 

$55.00 

of 18 rows dedicated to RJR Black & 
White/private label brands. 
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1 bare o Company 


March 2,1993 

To: St. Paul, Minneapolis, Duluth and Madison Representatives 
Subject: COUPONS/VPR’S 
Ladies and Gentlemen: 

All coupon and VPR ordering and tracking will be performed by Virjean Lindgren be¬ 
ginning March 1,1993. 

Attached is an initial supply of the new CouponA/PR requisition form. Please discon¬ 
tinue using the Supply Requisition form for coupon requests only.Notice that the 
front of the form is complete with item numbers and values of coupons/VPRs. This 
side will be used for ordering coupons. The back of the form will be used for transfer¬ 
ring coupons between Sales Reps and for returning coupons to Winston-Salem. 
When using the form for any reason, be sure to include your name, employee num¬ 
ber, Division/District and assignment numbers. 

The following outlines procedures for ordering, transferring and returning coupons to 
Winston-Salem. 

Coupon/VPR Ordering 

Complete the front part of the CouponA/PR Requisition form and send to Virjean. 

In extreme competitive situations where you require coupons that are not available, 
i.e., current $5.00 coupons(not currently on allocation), please make a note on the 
request form that these coupons should be produced at the office. These requests 
should be the exception. 

Once your coupons have been received, return the shipping receipt, with any dis¬ 
crepancies noted, to the Promotion Coordinator within 24 hours of receipt. If the 
coupons were made in the office, a shipping receipt will not be mailed. In this case, 
call the Promotion Coordinator if you do not receive the coupons within three days or 
if you receive a quantity different from what you requested. 


"We work for smokers" 
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Returning Unused Obsolete (expired dates, etc.) Coupons 

In this case, you may return partial rolls of coupons. Count the number ot rolls/SKUs 
by item number and fill out the "Coupon Returns" portion of the Coupon/VPR Requi¬ 
sition form. You do not need a RA# for obsolete coupons. Include a copy of the form 
with the coupons and send a copy to the Promotion Coordinator so she can adjust 
your inventory in the system. Send the shipment 'Freight Collect" to the following ad¬ 
dress 

R.J. Reynolds Tobacco Company 
GE72 Logistics, Inc, 

5900 Grassy Creek Blvd 

Winston-Salem, NC 27105 

ATTN: Katie Young - for counting and disposal 

Please follow the above guidelines for a smooth transition. Your help is appreciated. 


Sincerely, 


T.W. Goudreault 
Region Operations Manager 
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COUPON REQUISITION FORM 


| Name_ 

I Employee No._ 

I Div/Dist A Assijomenl No. 

|v.. SAVINGS multibrand coupon requests 


QUANTITY 

ITEM NO 

VALUE 

QUANTITY 

ITEM NO 

VALUE 


PACK 



CARTON 



382483 

(0.15 


382362 

$1.00 


382494 

$020 


382373 

$160 


382505 

$025 


382384 

$2.00 


382516 

$0.30 


382395 

$2.50 


382527 

$0.36 


382417 

$3.00 


382538 

$0.40 


382417 

$3.50 





382428 

$4.00 

DORALVPR REQUESTS 

QUANTITY 

ITEM NO 

VALUE 

QUANTITY 

(TEMNO 

VALUE 


PACK 



CARTON 



280579 

$020 


280568 

$1.00 


151241 

$020 


280590 

$1.50 


151188 

$025 


151131 

$2.00 


151175 

$0.30 


151120 

$250 


151164 

$0.35 


151109 

$3.00 





151098 

$3.50 





151087 

$4.00 

MAGNA/STERLING VPR REQUESTS 

QUANTITY 

ITEM NO 

VALUE 

QUANTITY 

ITEM NO 

VALUE 


PACK 



CARTON 



184626 

$020 


172636 

$1.00 


172691 

$020 


172647 

$1.50 


172702 

$025 


172658 

$2.00 


187038 

$0.30 


187882 

$2.50 


197144 

$0.35 


197166 

$3.00 


248712 

$0.40 


197177 

$3.50 





248701 

$4.00 

CONSUMER MISSION COUPON REQUESTS 

QUANTITY 

ITEM NO 

DESCRIPTION 





401128 

1 FREE PACK • DORAL/STERLINO/MAGNA/CENTURY (25/SKU) 



390315 

1 FREE PACK • MR FUU PRICE (25 SKU) 




390326 

$4 OFF CARTON. 

■MR FUU. PRICE (25 SKU) 




FOR OFFICE USE ONLY: ORDER NO: 
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1 bacco Ccmpary 


March 31,1993 

All Sales Representatives 

SUBJECT: FIRST QUARTER PAY REGISTER 

Dear Reps: 

Attached please find your independent and (if applicable) any Chain Account Pay 
Registers for First Quarter 1993. 

Due to the large volume of Independent Pay Registers which need to be approved, 
they should be returned back to this office no later than Tuesday, April 13th. Please 
send them in sooner if you are able to. 

Please put a check mark by each store, to show that you have reviewed each ac¬ 
count for accuracy, and make any appropriate changes needed. Also, attach any 
7101‘s and contracts needed for changes. When finished, please sign the front page 
of your Pay Register and return to this office. 

I appreciate your cooperation regarding these Pay Registers. 

Sincerely, 

T.W. Goudreault 
Region Operations Manager 
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Book II: 

Promotion Coordinator 


The Promotion Coordinator (PRC) is charged with administering the Region's 
Workplan, which involves allocating and ordering promotions, coordinating Val¬ 
ue-Added Programs, tracking certain Workplan programs, POS/PDI, and main¬ 
taining appropriate files. The PRC is also charged with performing the adminis¬ 
trative functions associated with the Coupon Management System 

As the Coupon Printer is introduced nationally. Chapters 6,7, and 8 may be 
referred to less often. However, because only a limited number of printers will be 
available initially, these chapters remain important for situations when coupons 


are ordered via SMS. 

CHAPTER 1: COORDINATING THE WORKPLAN.1-1 

Workplan Flow. 1-1 

Terms and Definitions. 1-1 

Obtaining Initial Workplan Information.1-4 

SMS Report 806. 1-4 

SMS Report 570. 1-9 

Developing the Workplan Book. 1-11 

Promotion Sheet. 1-12 

Allocating Promotions. 1-14 

Obtaining NM1 Report. 1-14 

CHAPTER 2: COORDINATING VALUE-ADDED PROGRAMS.2-1 

Preliminary Activities..2-1 

Procedures. 2-1 

VAP Scroll List Details. 2-2 

Value-Added Transfer. 2-6 

CHAPTER 3; ORDERING BSGSFs. 3-1 

Preliminary Activities...3-1 

Procedures. 3-1 


I 




uu 


JUUU 


51846 6743 


























USING PROMOTIONAL PRODUCT ALLOCATION SCREENS. 


3-2 


Allocation by Sales Level.... 3-5 

Inquiry by Account Number. 3-9 

Transfer Allocations.3-11 

Direct Allocations Inquiry by Promotion.3-14 

Placing Orders. 3-16 

CHAPTER 4: ORDERING PREMIUMS. 4-1 

Preliminary Activities.4-1 

Task Overview.4-1 

Function 402. 4-1 

Summary of Process.4-4 

Category Order.4-6 

Forms/Items Order.4-15 

Promotion Order. 4-18 

Copy Existing Order. 4-21 

Bulk Ordering.4-22 

Function 422. 4-22 

Procedure.4-22 

Summary of Process.4-24 

Fonns/ItcmsOrdcr.4-25 

Function 425. 4-27 

Procedure.4-27 

Forms/Items Order. 4-31 

Function 555. 4-35 

Procedure... 4-35 

Add Locator. 4-37 

Delete Locator.4-40 
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Change Locator.4-41 

Delete Entries in Locator (Batch).4-47 

Display Locator.... 4-49 

Display Invalid Entries in Locator..4-50 

View Creation Criteria of Locator.4-51 

Merge Locator Lists.4-52 

Merge Locator Lists (Batch). 4-53 

Print Locator Lists (Batch).4-54 

CHAPTER 5: OTHER PROCEDURES.5-1 

Staging Orders.5-1 

Troubleshooting Premiums.5-1 

Handling Incremental Promotional Programs.5-1 

Utilizing Leftover Premiums.5-2 

Function 508. 5-2 

Function 524. 5-3 

Tracking/Monitoring Full-Price Promotions... 5-5 

Coordinating POS/PDI. 5-5 

Maintaining Coals..5-5 

Troubleshooting Additional Problem Areas.5-5 

CHAPTER 6: ORDERINC COUPONS.6-1 

Summary.6-1 

Procedures. 6-1 

Function 524 . 6-2 

Ordering Coupons Via SMS Function 402. 6-5 

Summary of Process. 6-8 

Category Order. 6-10 

Forms/Items Order.6-19 
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Promotion Order. 6-22 

Copy Existing Order. 6-26 

Function 508. 6-27 

Printing Coupons. 6-28 

CHAPTER 7: MANAGING BACKROOM INVENTORIES.7-1 

Summary.7-1 

Function 125.7-1 

Issuing Coupons and Updating Goals..7-3 

Transferring Coupons to Another Employee. 7-10 

CHAPTER 8: OTHER CMS PROCEDURES.,. 8-1 

Reconciling Coupon Inventories.8-1 

Returning Active Coupons to W-S.8-2 

Returning Obsolete Coupons to W-S.8-2 

Returning Active Coupons Via CMS.8-3 

CMS Reports. 8-6 

Report Description and Request Parameters. 8-6 

Requesting Summary and Detail Reports.8-6 

Requesting Reconciliation Reports.8-8 

CHAPTER 9: UTILIZING THE COUPON PRINTER. 9-1 

Summary.9-1 

Hardware Components. 9-1 

Operating Procedures. 9-2 

Phase 2 Software Overview. 9-2 

Account Selection. 9-3 

Print Coupons. 9-4 

Report Displays.9-5 

Report Coupons/Premiums. 9-5 

i 
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Report POS.9-6 

Payment Verification/Draft Procedures. 9-6 

End Call. 9-6 

Communication.9-6 

Modem Hookup,.. 9-6 

Daily Communications. 9-7 

Coupon Printer. 9-8 

Battery Maintenance.9-9 

Cleaning the Print Head.9-10 

Memory Card Trays. 9-10 

Troubleshooting. 9-10 

Help Desk Support. 9-10 
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Coordinating the Workplan 



Workplan Flow 


Before the Promotion Coordinator can handle the administration of Workplan 
activities, they must understand the logic and flow behind the allocation process. 
In the allocation of virtually all promotional items, the following actions will 
occur. 



♦ OBJECTIVE: All allocated items will be distributed efficiently to satisfy indi¬ 
vidual account and territory needs. 

• WORKPLAN - All materials utilized to promote RJR products at retail. This 
includes promotions, coupons and advertising materials. The Workplan is an 
organized approach which communicates the what, where, when, why, and 
how of retail program implementation. 


Terms and 
Definitions 


• POS - Point-of-Sale paper advertising materials used by the field to create 
impact and visibility for RJR brands at retail. Examples include posters, shelf 
strips, riser cards, canopy cards, and more. 
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Coordinating the workplan 


• PDI - Advertising materials designed to be Permanent, Dominant and Im¬ 
pactful. These advertising terms are designed for long-term placement. Ex¬ 
amples include clocks, neon signs, ground mounts, grocery baskets and busi¬ 
ness hour signs. 

• NATIONAL MARKETING INDICATORS - Numerical values input by sales 
reps which reflect, by individual retail account, the total number of units an 
account could sell of a given promotion type. Promotion types are: 

BSGSF - Any Buy -Some-Get-Some-Free promotion. For example. Buy 
One Pack, Get Another Pack Free, or Buy Two Packs, Get One Free. 

- PACKAGE PREMIUM - Any promotion offering a premium with the 
purchase of individual packages of RJR product. Can come in 1,2,3,4 
and 5 pack offers. 

PACKAGE COUPON - Any promotion offering a coupon discount with 
the purchase of individual packages of RJR product. Coupons redeemed 
at store level, with reimbursement to stores after submission to RJR. 

- PACKAGE VPR - Similar to coupons, these VPR's discount the price of 
packs; however, reimbursement for this discount is normally handled by 
sales reps at store level. 

CARTON PREMIUM - Any promotion offering a premium with the pur¬ 
chase or one or more cartons of RJR product. 

CARTON COUPON - Any promotion offering a coupon discount on one 
or more cartons of RJR product. Again, retailers receive reimbursements 
by submitting coupons to RJR. 

CARTON VPR - A discount of the carton price of RJR product; Sales 
Reps reimburse the account directly. 
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For each brand of Full Price cigarette RJR produces, Sales Reps enter the 
quantity of each of the above promotion types the account could sell in a 
given period. These quantities are National Marketing Indicators. 

• ASM - Account Specific Marketing - A strategy utilized by sales reps and 
management which analyzes each account to determine the unique promo¬ 
tional opportunities present. ASM focuses not just on sales of RJR products, 
but also competitive products. This allows the Field to target certain promo¬ 
tion types where they can be most effective. 

• VALUE-ADDED PROGRAMS - Programs designed to utilize Direct Ac¬ 
counts to pack and ship promotions sold by RJR personnel. 

• DISTRIBUTOR ASSIST PROGRAMS - Programs designed to utilize Direct 
Accounts to sell, coordinate, and place promotions in low-volume calls not 
normally contacted by Field Sales. The difference between DAP and VAP 
programs is DAP requires the Direct Account to handle the entire process, 
from selling to placement. With VAP, RJR personnel sell the promotions - the 
Direct Account is required to simply ship it. 

• DRIVE PERIODS - Time frame in which a given promotion will be worked. 
There arc normally three drive periods per quarter — one a month. 

• ALLOCATION TRANSFERS - Each Division is allotted promotions based on 
the needs of retail accounts within the Division. However, VAP/DAP 
programs often ship promotions into other Divisions/Regions. Because a 
Division is only given promotions for their retail accounts, it is necessary to 
request transfers of promotional items from other Divisions who will receive 
VAP/DAP shipments. 

For example: 

Division A has a VAP Direct Account which will be shipping a total 
of 50 Camel Lighter displays for its retail calls. Of those 50 accounts 


© fl. J. Reynolds Tobacco Company 1993 Book II: Promotion Coordinator ■ i - 3 


SourceJittDsV/wwv^ndustj^documents^cs^d^ocs/vhkvOOOO 


51846 6752 


1 


Issued : 8/93 


Coordinating the Workplan 


Obtaining Initial 

Workplan 

Information 


SMS Report 806 


20 arc in Division A 
17 arc in Division B 
13 arc in Division C 

Division A will need to request 17 and 13 displays from B and C, 
respectively. 

I. The PRC obtains the Quarterly Workplan for all Divisions/districts in the 
Region. The Workplan information contains specifics regarding programs, 
timing and quantities. 

Information is obtained via SIS Workplan Report 806 and SMS Workplan 
Communication Report 570. 

1. With the SIS Main Menu displayed, place an "X" beside PRINT REPORT 
and press [ENTER]. 

2. The PRINT REPORT MENU will be displayed. Place an "X" beside HIS¬ 
TORICAL REPORT SELECTION MENU and press [ENTER]. 


IGHCMGOMN 


PRINT REPORT MENU 


05 / 13/93 15 : 19 ! 


DAILY SALES REP DETAIL CALL REPORT 
- BRAND INVENTORY REPORT 
” BRAND DISTRIBUTION REPORT <•) 

PROPOSED ALIGNMENT REPORT 
ACCOUNT COVERAGE EXCEPTION REPORT 
" ACTIVITY SUMMARIES REPORT 
1 . ACCOUNTS NOT CONTACTED REPORT 
0HISTORICAL REPORT SELECTION MENU 
_ REFERENCE SCREENS MANUAL 
~ CONTRACT PAYMENT-INQUIRY RPT 
" CONTRACT PAYMENT-BY ACCOUNT NO. 

CONTRACT PAYMENT-ALPHABETICAL NAME 
" CONTRACT PAYMENT-CHAIN BY TERRITORY 
_ SCANNING DISPLAY REPORT 
^ CPN-MCT INTER-DIVISION TRANSFERS 

• THESE REPORTS MILL BE SCHEDULED FOR OVERNIGHT EXECUTION 

CHECK THE STATUS OF A PREVIOUSLY SCHEDULED PRINT REPORT 
“ CHECK THE STATUS OF A PREVIOUSLY SUBMITTED PRINT REPORT 

PRESS PF1 TO RETURN TO THE SIS MAIN MENU 


MASTER ACCOUNT LIST 
CHAIN MASTER ACCOUNT LIST 
WHOLESALE PRODUCT LINE LISTS 
BRAND DIST BY CALL CLASS (*» 

MONTHLY RETAIL COVEAACE REPORT 
CONTRACT SUMMARY REPORT 
MERCN/ACCT MKT SUMMARY REPORT C) 
CHAIN NON COMPLIANCE REPORT 
SALES ADDRESS LABELS 
CHAIN STANDARD INFORMATION 
HH-BRAND TO BRAND NAME REPORT 
COUPON MANAGEMENT ACTIVITY DETAILS I 
COUPON MANAGEMENT INVENTORY REPORTS[ 
CPN PLACEMENT/INVENTORY RECON RPT 



jUL 
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Coordinating the Workplan 


3. The following screen will be displayed. Type "05" in the ENTER 
REPORT GROUP field and press [ENTER]. 


HISTORICAL REPORTING SELECTION 05/13/93 15:20:42k 


REPORT GROUP 
DESCRIPTION 


SIS HISTORICAL REPORTING 
LRS HISTORICAL REPORTING 
VOLUME HISTORICAL REPORTING 
VENDING HISTORICAL REPORTING 
SKS REPORTS 

FIELD SALES OPERATING FUND RPT 
COUPON TRACKING 


ENTER REPORT CROUP OR^-^ 

ENTER AN X FOR INDEX:(pQ 

PRESS PF1 TO RETURN TO PRINT REPORT MENU 



? i: J: " ” "ww.w-^ <, 

, 4-- -)4—{■ < y-V vV- 
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Coordinating the workplan 


4. The following screen will be displayed. Type "806" in the ENTER 
REPORT NUMBER field and press [ENTER]. 



TOP 2S/BRAND OPPORTUNITY REPORT 
PRELIMINARY PAY REGISTER DETAIL 
PRELIMINARY PAY REGISTER TOTALS 
MEEKLY PINAL PAY REGISTER DETAIL 
QUARTERLY FINAL PAY REGISTER DETAIL 
QUARTERLY FINAL PAY RECISTER TOTALS 
SIS DIRECTORY OP CHAIN ACCOUNT 
ELECTRONIC SECURITY DEDUCTION REPT. 
ACCOUNTS PAID, NO CALL HADE REPORT 
CPR ‘NO-PAY' ACCOUNT LIABILITY APT 
DISTR. ASSIST PAYMENT SUMMARY RPT. 
LIST OF ACCOUNTS WITH MISSING TAX ID 
MONTHLY RETAIL ACCOUNT COVERAGE RPT 


ENTER REPORT NUMBERS 


PRESS ENTER TO SCROLL 

PRESS PF1 TO RETURN TO HISTORICAL REPORTING SELECTION 




' • .;-v;v y-r-T'"-"'. 

■ •• .. «»->•<• <.. >* . *. 

. .v...... - —* ‘ * * * ~ ~ *.m u 
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R. J. REYNOLDS TOBACCO COMPANY 
WORK PLAN REPORT 


PAGE I 
03/19/93 
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SKU’S 

SKU'B 

SKU’fi 

SKU’S 


TYPE 

PROGRAM 

PROGRAM DESCRIPTION 

COMMODITY 

APR 

MAY 

JVH 

TOTAL 

PACKING 

BSOSF 

300741 

WINSTON Q2 BUT CARTON GET 5 FREE PACKS 


70 



70 

60 

BSCSF 

30077? 

CAM CU BAUDED B1C1F V/POfl-CAT/INFO CD 


2.140 



2.140 

40 

MQflF 

300629 

SALEM 20 B201F (CORE FAMILY) 




90 

90 

40 

B3Q8F 

300996 

VIHSTOH Q2 B101F SELECT OFFER 


300 



500 

40 

BSOSF 

302524 

CAMEL B101F (INCREMENTAL) 


1.860 



1.860 

40 


300415 

CAM SI.50/3 PKfl CPH-30032 6/30/94 KXP. 







CPU 


1.50/ CARCEL FEE 

260975 





100 

poa 


DUMP BIH R/C 

260966 





25 

POS 


PREM DISP R/C 

260997 





25 

POfl 


26" PMC 

261118 





25 

POB 


CAM 24" PMC GENERIC 

366247 

12 



12 

23 


300750 

VIHSTOH Q2 11.00 OFF 2-PACKS CPH[K/B) 







CPU 


1.00/m CPH PREP Cfl 

361165 





100 

POS 


PREMIUM RISER CD 

361372 


10 


10 

25 

P03 


DUMP BIH RISER CD 

3B13B3 





25 

POB 


24" PKO KERCH CD 

361394 


12 


12 

25 


300753 

VIHSTOH Q2/03 I 3.00 OFF CARTCH 







CPH 


WIN 3.00/CTH CPH 

3B1207 

113 



113 

100 

POB 


WIN 2Q 3/CTH RISER 

361306 

12 



12 

25 

POS 


02 KILT SHELF CTRP 

381317 

12 



12 

25 

POS 


VIH VIH Q3 3/CTH RI8 

399161 





23 

POS 

300755 

VIH 03 MILT SHELF ST 

VIH 02/03 17.00 OFF 2 CAKTCW8 CPH 

399192 





25 

CPU 


VIH 7.00/CTH CPH 

361229 

20 



20 

100 

POS 


02 FLR BASE RSR CD 

381240 

6 



6 

25 

POS 

300819 

Q3 rLR BASE RSR CD 

BALEH 2Q 4 3Q J3 OFF CTH MULTI-BRAND CPH 

399269 





25 

CPH 


3/CTH 

3B01S4 

86 



86 

100 

POS 


STATIC CLIN0 

380173 

4 



4 

50 

POS 


MILITARY SHELF STR 

380162 

4 



4 

100 

POS 


90 CTH FLOOR R/C 

380151 

4 



4 

25 


300625 

8ALB1 2Q |l/2 PKfl CPHMULTIBRAND 







CPH 


1/ 2 PKfl 

404562 





100 

POS 


OK DUMP BIH R/C 

379997 





25 

POS 


OM PREM PROMO R/C 

379986 





25 

POS 


CM 24" PMC 

379975 

5 



5 

25 

POS 


HIP SECURITY R/C 

379964 





25 

POS 


HIP LARGE PASTER 

379953 





50 

POS 


HIP DISPLAY RISER CD 

379942 

5 



3 

25 


300027 

SALEM 20 S.50/ 1 PK CPH MULTIBRAND 







CPH 


.50/ 1 PR C 

404316 





500 

POS 


OH DUMP BIH R/C 

379920 





25 

POS 


CM PREM PRCMO R/C 

379909 





25 

POS 


OM 26" PMC 

379898 

6 



8 

25 

POS 


KIP SECURITY R/C 

379887 





25 

poa 


HIP LARGE PASTER 

379876 





50 

POS 


HIP DISPLAY RISER CD 

379865 

6 



8 

25 


300650 

VANTAGE #1/2 PKfl MULTIBRAND COUPON 







CPH 


CPH PROD 6 SMS 

404582 





100 

POS 


24" KERCH CD l SMB 

364749 

18 



18 

25 

POS 


PREMIUM R/C t SMS 

384760 

6 



6 

25 
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SMS Report 570 


1. With Ihe SMS Main Menu displayed, type 570 in the FN field and press 
[ENTER], 

2. The Workplan Communications Print screen will be displayed. 



3. You have three options from this screen: 


• PRINT SPECIFIC PROMOTIONS: To select any combination of pro¬ 
grams from the list to be printed, type an "X" in front of the SELECT 
PROGRAMS prompt and press [ENTER]. At the next screen, type 
"X" in front of the programs you wish to print, type your report 
destination, the number of copies and press [ENTER]. 

• PRINT ALL PROMOTIONS: If you wish details for all programs, 
type an "X" In front of the PRINT ALL PROGRAMS option and 
press [ENTER], 

• PRINT ALL PROMOTIONS FOR SPECIFIC TIME FRAME: To print 
programs by start dates, type an "X" in front of the start dates you 
are interested in and press [ENTER]. At the next screen, type your 
printer destination, number of copies, and press [ENTER], Reports 
should print at the specified destination only. 

4. Following is an example of the SMS 570 report. This Information is also 
sent from Winston-Salem once each quarter. 
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WKP551B2 07/06/93 


R. J. REYNOLDS TOBACCO COMPANY 

PROMOTIONAL PROGRAMS LISTING FOR SALES LEVEL 6326XX 


DESCRIPTION: CAM SPEC LT5 *1.25/2 PK CPN W/5-SPOT 
DTOPSt VALUE ADDED SHIPPER: 

HH START: 07/05/93 RB END: 12/31/93 PC 5TJ 


-SPOT CONTACT: JOHN ELLEGATE-5760 

UPC CODE! 12300-70373 
PC START: 07/05/93 PC END: 01/30/94 


HR CODES DISPLAY PAYMENT RATE 

COUPON: C 8P.LTS *1,25/2 

COMENTS: CAMEL SPECIAL LIGHTS *1.25 OFF 2 PACKS COUPON-TO BE USED ONLY ON 
SPECIAL LIGHTS PRODUCT! 

PF3 FOR ITEM CODES-REMEMBER TO ORDER SUPPORTING POSI1J 
PF6 FOR HH CODE- 

ALL OC AVAIL: DTS MONTH SMS SIS 


SMS ITEM 

DESCRIPTION 

PACKED/8KU 

399674 

CAM 1.25/2PK S. LT 

100/8KU 

399665 

FRm. DIBP R/C 

25/flKU 

399896 

DUMP BIN R/C 

25/SKU 

399907 

24" phc-ru sncirz 

25/SKU 


DIVISIONS LINKED TO PROGRAM 

JUL 1130 1134 1140 1222 1226 1228 1232 1524 1526 1526 1530 1632 2124 2126 2128 

2134 2135 2226 2332 2334 2428 2722 2723 2732 2734 2B22 2824 2826 2826 2830 

2922 2928 2930 2942 4226 4229 4230 4232 4236 4324 4338 4425 4426 442? 4430 

4434 4436 4528 4530 4626 4628 4630 4632 4634 4722 4724 4726 4726 4734 5128 

5222 5226 5228 5230 5320 5328 5332 533« 5422 5426 5430 5432 5434 5534 5624 

5626 5628 5630 5636 6122 6124 6224 6226 6230 6234 6236 6322 6324 6326 6328 

6330 6332 6628 6632 6636 6722 6724 6726 6728 6828 1624 4226 4339 5322 

AUG 1140 2830 2930 2942 4230 4530 4726 5222 5432 5624 6230 6234 6636 6724 

SEP 2830 2930 4728 4734 5422 


Ledu/docs/vhkvOOOO 
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—--— -—■- II. Develop initial format for Workplan Book. The Workplan Book is a tool uti- 

Developlng t Me lized by sales reps and management which organizes and communicates 

Workplan Book promotional activities relating to the Workplan. One of the following formats 

should be utilized: 

• Tab book by brand families 

• Tab book by month/quarter program will be worked 

• Combination of above 



Once the "skeleton" of the Workplan Book has been set up, information 
regarding each promotion the Division will work should be placed behind 
the proper tab. 

Data relative to each promotion should take up no more than the front and 
back of one piece of paper. By organizing this way, a sales representative will 
have a concise source of all information relating to promotions he/she will 
be working. The recommended format for each promotion page follows. 
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Coordinating the Workplan 


Promotion Sheet 


FRONT 

- Picture of promotional item - obtain from the Region Operations 
Manager's 

National Workplan Book 
Info detail from the 570 report 



All Winston-Salem information can be found on this page, as well as a 
picture of the promotional item, if available. 
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• BACK 

Allocation template noting rep allotments, ship to locations, etc. 










Mi 


IH! 

M 

M 

■ 

Ml 


■i 



mui 

i?pwfn i i^ 




IflM 


MHIhmH 

rrvrrr' 


■■■ 

r^*v*iMM 








fFpsaw 



■■ 

ifMn^M 


MKH 

PPM 


MM 






MM 

|MM 



miMMB 





IffMi 



MM 

rFPwrMM 


IMM 



MM 

■WM 


mM 

PPMM 


I^MI 



HMMV 

pPNM 



K7*P|PM 



EPPPMi 


MM 

EPWHIM 


m 

rwM 



PfjjflMi 


FfMItt 

PPMMM 


HM 


■ 



mm 




mm 


mmm 


MM 


mm 

MjfMHHHHHH 


MM 


mm 


mm 

mm 

^Mi 



MM 


MM 




M 



IMM 

mm 

mm 

mm 

^Mi 

mmi 

mm 

mm 


MM 

mm 


^^M 


M1' 

mm 

KM 

PPfFW73MMMM 


MM 


MM 



MM 


r"MMMH 



IfflTMH Mi 






This template will be completed by inserting allocations, program title, 
dates and any pertinent notes later. 

This information is driven by the local Operations Unit and informs 
Sales personnel of the quantities of each item they have for their use. 

Prior to allocating promotions, the PRC should set up a master packet of 
these promotion sheets for all promotions being worked in the Region. 

In many cases, since SMS allocations are available 1-2 months prior to a 
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Coordinating the workplan 


Allocating 

Promotions 


Obtaining NMI 
Report 


given quarter, the sheets can be produced and the following steps taken 
well before the start of the Workplan period. 

III. After receiving the initial allocations from SMS the Region Operations 
Manager, with DM/RM assistance if needed, will determine the timing of 
each promotion. After this is done, the PRC must ensure any required trans¬ 
fers of materials takes place. 

Transfers 

1. If other Regions/Divisions have requested transfers, satisfy those 
requests. 

• If the Region has little or no allocation of the requested item, the 
PRC should communicate appropriately to the requesting Divi¬ 
sion and inform the Region Operations Manager. 

• To transfer premiums/coupons/VPRs to another Region/Divi¬ 
sion, see Materials Coordinator, Book III, Chapter 1. 

• To transfer product, see Promotion Coordinator, Chapter 3. 

2. Communicate any transfer required from other operating units to 
those units. See Promotion Coordinator, Chapter 2. 

Once all transfers, both incoming and outgoing, arc complete, the 
final allocation needs to be determined. 

IV. After needed transfers have been made, the remaining product must first be 
allocated to appropriate VAP/DAP Direct Accounts. Sec Promotion 
Coordinator, Chapter 2. 

V. Once VAP/DAP programs have been allotted, the remaining product is 
available for allocation and placement by Sales Reps. This reallocation 
should be based on factors relative to the opportunity in each territory for the 
given promotion. While Division management can provide a quick, general 
set of percentages to assist in breaking out allocations to reps, information is 
available in SIS which should allow the PRC to accurately allocate promo¬ 
tions. 

• Utilize National Marketing Indicator report to determine promotional 
needs for each territory in each Division. 

Obtaining National Marketing Indicator Report (NMI) 

1. With the SIS Main Menu displayed, type an "X" beside Master List and 
press [ENTER], 

2. The SIS Master List Main Menu will be displayed. Enter "M01" in the FN 
field and press [ENTER], 

3. The following screen will be displayed. Press |ENTER]. 
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From this screen, instruct the system to select appropriate Divisions: 

• Type sales level desired at SALES LEVEL prompt 

• Press [ENTER], 
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Coordinating the Workplan 


4. The Account Scroll List will be displayed, Enter "M70" in the NEXT 
FUNCTION field and press [ENTER). 


Account Scroll - M03 


OS/13/93 lS;27sl7 


Terr Rte Acct CC Name 


> 000 581454 
. 359 568829 
000 023539 
000 236187 
000 455454 
000 460032 
000 468298 
000 475956 
000 497220 
000 546480 
000 565211 
000 574533 
000 868022 
005 236939 
010 872461 


C13 VALLEY LIQUOR 
D52 CHANHASSEN VIDEO 
C06 COLONY LIQUOR STORE 
03 CLARK OIL #1132 
E06 DRUG EMPORIUM #905 
A04 0 RYAN'S CONOCO 
C06 MGM LIQUOR #035 
A04 BILL'S SUPERETTE HDQ 
K04 SUPERAMERICA 44461 
E06 KELLY'S L10UOR 
B04 CONOCO #23045 
C13 VILLAGE STORE 
A04 0 SUPERETTES MIDWEST 
K04 CHAMPLIN FOODS 
B04 EXPRESS LANE GROCERY 


1102 SHAKOPEE TOWN 
530 W 79TH STREET 
15705 35TH AVENUE N 
7300 BROOKLYN BLVD 
4190 VINEWOOD LN. N 
11201 93RD AVE. N. 
3900 V1NEWOOD LANE 
6272 BOONE AVE. NO. 
9300 JANE AVE. N. 
3210 BROOKDALE DR. 
12650 COUNTY RD 10 
239 MEDINA ST, N. 
2365 COMMERCE BLVD. 
10 CURTIS ROAD 
506 HIGHWAY 52 


SHAKOPEE 

CHANHASSEN 

PLYMOUTH 

BROOKLYN PARK 

PLYMOUTH 

MAPLE GROVE 

PLYMOUTH 

BROOKLYN PARK 

BROOKLYN PARK 

BROOKLYN PARK 

PLYMOUTH 

LORETTO 

MOUND 

CHAMPLIN 

CKAHPLIN 


•OTE: 'X' Accti to view Detail, 'A' In Top Acct to view ell Selected Accta 
FI - Account Selection Menu PF2 - Begin ol Acct Croup —^ 

Next Functlon<?>:{H70)_ 
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1 


5. The PRINT REPORT REQUEST screen will be displayed. Enter an "X" 
beside NATIONAL MKTG INDICATOR WORKSHEET and press 
[ENTER]. 


i S3SMTONl - HTO 


PRINT REPORT REQUEST 


REPORT FORMAT SELECTION; 

ACCOUNT COVERAGE REPORT 
' CONTRACT LOOKUP BY ROWS 
' REPORT FORMATTING 
.LOCAL MARKETING INDICATOR WORKSHEET 
^NATIONAL MKTC INDICATOR WORKSHEET 
CONTRACT SUMMARIES 
SCROLL MASTER LIST WORKSHEET 
VAP ACCOUNT SCROLL LIST DETAIL 
SCROLL MASTER LIST - SUPPLEMENTAL 
VAP ACCOUNT SCROLL LIST SUWiARY 
BRAND DISTRIBUTION REPORT 
ACCOUNT LABELS 


PF1 - ACCOUNT SELECTION MENU 


05/13/93 03:38 I 

CURRENT COUNT: 201 Tj 

TEMPORARY DISPLAY DETAIL REPORT 

TEMPORARY DISPLAY SUMMARIES 

MASTER LIST TOP 25 ACCOUNT LISTINC | 

BRAND PRIORITY RANKING WORKSHEET 

HERCH/ACCT HKT SUMMARIES 

RETAIN MASTER LIST SELECTION 

STANDARD MASTER LIST 

SCROLL MASTER LIST 

ACTIVITY SUMMARY 

ACCOUNT RECAP 

BRAND INVENTORY REPORT 

ACCOUNT SPECIFIC PROFILE 


NEXT FUNCTION<?>: 


^ -' .vr irrvT^-^rrrr v^ n^(wi * r Tv tw w/ i n 'f mmig rTWy. 




iwwbi; ,o.<. 
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Coordinating the workplan 


6. The following window will bo displayed. Enter the report destination 
and select whether you wish to view summary or detail information. 
Press (ENTER], 



Selecting "Summary" 

• If at Division level, will total NMI data bv territory for each promotional 
type 

• If at the Region level, will total indicators for each promotion type, by 
Division. These summary reports provide the data needed. 

Selecting "Detail”: 

• If at Division level, will generate a list of each account and the indicators 
for each promotion type. 

• If at Region level, will generate a list of each account in the Region and 
the indicators for each promo type. 
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7. Another window will be displayed where selections are made by Divi¬ 
sion, Region, Area, or national. Note instructions on previous page. 


wmwmmam 


IISM70N1 - K70 


HUNT REPORT REQUEST 


REPORT PURMAT SELECTIONi 
ACCOUNT COVERAGE REPORT 
" CONTRACT LOOKUP BT RONS 
” REPORT rOKHATTING 

LOCAL MARKETING INDICATOR WORKSHEET 
a NATIONAL KXTC INDICATOR WORKSHEET 
CONTRACT SUMMARIES 
“ SCROLL I 


TEMPORARY DISPLAY DETAIL REPORT 
TEMPORARY DISPLAY SUMMARIES 
MASTER LIST TOP IS ACCOUNT LISTING 
BRAND PRIORITY RANKING WORKSHEET 
KERCH/ACCT MKT SUMMARIES 
RETAIN MASTER LIST SELECTION 


VAP Acq 
SCROLL 
VAP AC cl 
BRAND d 

ACCOUNT] 


REPORT TITLE: 



SELECT 


BY DIVISION X 


REGION 

SELECTION MENU 

NATIONAL 




Following is an example ol the Nalional Marketing Indicator Report. The 
example shown does not represent the entire report. Several additional pages 
will print indicating NMI data for other full-price brands and promotion 
types. 
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SI8649B5 

S»l#» lOVAlt 6326XX 
ft*port titJ*i 

OVERT) tV 
fiAVIKGS 

Territory 


632601 632601 TERRITORY 37 

632602 632602 TERRITORY 29 

632603 632603 TERRITORY 8 

632604 632604 TERRITORY 15 

632605 632605 TERRITORY 

632606 632606 TERRITORY 16 

632607 632607 TERRITORY 44 

632600 632600 TERRITORY 40 

632609 632609 TERRITORY 7 

632610 632610 TERRITORY 2 

632611 632611 TERRITORY 1 

••• TOTALS ••• 199 

«» STORES WITH •• 199 

STORES IN SELECTION 1980 


NATIONAL MARKETING INDICATORS IN MASTER LIST 
BY TERRITORY 


WIN WIN WIN 

BX0X7 PKC PKC 

PREMIUM COUPON 


2460 3060 4460 
1620 2600 2440 
1900 1520 1140 
1660 1700 1040 
2760 2300 2160 
2060 2300 1960 
1340 1120 1560 
2420 600 2020 
1460 1360 1400 
2442 2300 1440 
220 160 20 

20302 19120 20460 
700 668 643 


07/06/93 
P«9*> 1 

WIN WIN WIN WIN 

PRO cn» CTN ON 

VPS PREMIUM COUPON VPR 

260 500 1420 

100 680 840 

660 140 480 

520 460 540 10 

300 1210 

390 820 1570 

300 540 880 

120 560 1100 

300 60 380 

1000 220 440 60 

140 

3790 4300 8860 140 

140 90 213 5 


_ 
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Coordinating the Workplan 


Using information taken directly from the NMI Report, the PRC can establish "weights" for each rep and 
promotion type. For example: 

NMI TOTAL WEIGHTING % 

Win pkg Coup 

REP 1 1000 25% 

REP 2 1000 25% 

REP 3 2000 50% 

4000 100% 

In this example. Rep 1 should receive 25% of any allocation for this promotional type. While this 
information can be derived manually, this logic can be formatted into an Excel spreadsheet simi¬ 
lar to the one below. This spreadsheet will determine weighting percentages (based on raw data 
formed on NMI Report) and apply them to available allocations. 



• After inputting allocation data to spreadsheet, doublecheck breakouts and adjust where 
necessary. The accuracy of sales rep indicator data will drive the need to adjust. NMI data 
must be consistently entered. 

• Fill in each promotion sheet previously developed by writing allocations into appropriate 
columns. Add comments as necessary. 
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CAMEL BRASS LIGHTER 


DhtWdnujtaflon Nrttf JUNE 28 - JULY 30 DM90N MH 
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1 
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■ n'l — 


HOTTI: 


VI. Place completed program forms into Workplan book. Three other sections should be included in 
each book: 

• Full Price Workplan Guidelines 

• Region Savings Brand Guidelines 

• Quarterly calendar, if needed 

• Miscellaneous Correspondence 

Once all quarterly information for each Division has been placed in each Division's master book, 
copies should be made for sales reps. After initial setup, contents will be updated quarterly and sent 
to reps for placement in their Workplan Book. 
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2 


Preliminary 

Activities 


♦ Ensure SIS information is as accurate as possible (i.e„ primary/VAP 
wholesaler account number, VAP supplier number, PP indicators, etc.) 

♦ Develop and maintain direct account "contact sheet." This document should 
contain information such as SIS numbers, addresses, names of key contacts, 
special instructions, phone numbers, EFT numbers etc., for all VAP directs in 
Region. 

♦ Develop Region guidelines for timing of VAP shipments, transfer completion 
dates, etc. 

♦ Allocation for value-added promotions must occur before breaking out 
promotion to sales reps. 

Remember the Workplan Row Formula: 

ORIGINAL ALLOCATIONS 

- TRANSFERS TO 

+ TRANSFERS FROM 


NET ALLOCATION FOR REGION 

- VAP NEEDS 

- DAP NEEDS 


SALES REP ALLOCATION 

The following procedures indicate how to ensure this formula is followed accu¬ 
rately and completely. 


Procedures 


I. Management will select promotion and display loads for VAP. Direct chain 
VAP promotions are selected by CAM responsible for chain. Region 
Operations Manager selects promotions and displays loads for all other VAP 
accounts. 

II. Review Division workplan information relative to the promotion chosen for 
VAP. Refer to reports 806 and 570. Information includes timetables, com¬ 
modity fts, Handheld reporting and quantities. 

III. Extract VAP scroll detail. This reporl needs to be pulled for every promotion 
being shipped via VAP because of ongoing changes. Two versions of this 
report are needed: 

• A VAP scroll list for all VAP direct accounts which lists all retail 
accounts serviced by the direct account and 

• A VAP scroll list for each VAP account by slate. These lists are needed to 
communicate tax-stamping requirements to applicable wholesalers. 
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COORDINATING VALUE-ADDED PROGRAMS 


VAP Scroll List 
Details 


1. With the SIS Main Menu displayed, place an "X" beside Master List and 
press [ENTER], Enter M01 in the FN field and press [ENTER], The 
following screen will be displayed. 



SKUraraWi 


MASTER LIST Account Selection Menu 


INTER a Value (or each option you ulih to select 

Account Munber _ 

Account Mane 

Proposed Territory __ 

Aeet Type (R,D, I) KSquntO* _ HOC-ALL) 

State «ayjnty Codec?> 

wholesaler Number TypeQ (E-Erinery s-seconaery v-VAE> 


Salat Level 

Chaln-1D 
tip Code 
Account Croup 
Tea Jurisdiction 


Function Menu 

NIO SELECT by Contrect 
“ Mil SELECT by Accounte Contected “ 
Ml? SELECT by Kerehandlter 
MU 5EUCT by brand Pietributlon 
3 Ml a SELECT by Cell CleeelfIcetIon 
* Kl( SELECT by Account Marketing 
“MIT select by Volume 


MtO select by Loeel Ind/Aecl Mkl 
Ml? SELECT by Competitive Set 





Nml runctleaoa 


-| 


2. Enter the WHOLESALER NUMBER, the TYPE, the SALES LEVEL (this 
must be all x's) and press [ENTER], The following screen will be 
displayed. 


ui 

CO 

CO 

<Tt 

^1 
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3. Enter an "A" to view all selected accounts and enter M70 in the NEXT 
FUNCTION field. Press [ENTER]. The following screen will be displayed. 
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Coordinating Value-Added Programs 


4. Enter an "X" beside VAP ACCOUNT SCROLL LIST DETAIL and press 

[ENTER]. The following window will bo displayed, where you may enter the 
report name, your destination and copies required. 


SISM70NJ - M70 


MINT REPORT REQUEST 


REPORT FORMAT SELECTION 1 
ACCOUNT COVERAGE REFORT 
CONTRACT LOOKUP BY RONS 
- REFORT FORMATTING 

LOCAL MARKETING INDICATOR WORKSHEET 
NATIONAL KKTC INDICATOR WORKSHEET 
~ CONTRACT SUMMARIES 
" SCROLL MASTER LIST WORKSHEET 
VAF ACCOUNT SCROLL LIST DETAIL 
~ SCROLL MASTER LIST - SUFFLtMENTAL 
S VAF ACCOUNT SCAOLL LIST SUMMARY 
BRAND DISTRIBUTION REFORT 


TEMFORARY OUTLAY DETAIL REPORT 
TEMPORARY DltPIAY SUMMARIES 
’ MASTER LIST TOP » ACCOUNT LISTING 
" BRAND PRIORITY RANKING WORKSHEET 
' MERCK/ACCT MKT SUMMARIES 
* RETAIN MASTER LIST SELECTION 
STANDARD MASTER LIST 
SCROLL MASTER LIST 
ACTIVITY SUMMARY 
ACCOUNT RECAP 
BRAND INVENTORY REFORT 



REPORT DESTINATION 

COPIES (ST) 

REPORT TITLE 

VAP ACCOUNT SCROLL LIST IIM4AAY 


Pri - ACCOUNT SELECTION MENU 

NEXT FUNCTION< ?> t _ 



Following is an example of a Value-Added Scroll List Detail report. 


ui 

M 

CD 

Oi 

O' 

01 
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2 



To access the VAP Detail per state, follow previous instructions and indicate state desired when at the Main 
Master List screen. 

Description of VAP Scroll List Detail Report data: 

Supplier ■ Account number assigned to the retailer by the Direct Account, not by RJR 
Account - RJR account number 

Terr - Division and territory number in which the account resides 

Name, Address, City, State - Information specific to the account 

PP indicators • 1 or 0 will appear in one of these options 

PPm - Indicates the accounts should receive one display of a given promotion - can be input by reps 
via handheld or on an office PC 
PP#2 - Indicates the accounts should receive two displays 
PP#3 • Indicates the accounts should receive three displays 

Extra SKUs • If extra SKUs (in addition to PP# total) are needed, they appear here 

PP Total - Total number of displays to be shipped to an account 

The Total Accounts line indicates the sum of all retail accounts in the report in each column. 
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Coordinating Value-Added Programs 


IV. Utilize these reports to determine the quantity of promotional SKUs needed 
to satisfy VAP requirements for each VAP direct account. These totals are re¬ 
quired: 

• To determine Direct Account needs. Utilize VAP scroll detail and check 
VAP total column on final page of report. This will indicate the number 
of displays needed for the program. 

• To determine tax stamping requirements for each state, P.P. indicators 
need to be totaled by state for each VAP Direct Account. This 
information should be utilized when ordering product for tax stamping 
purposes at the direct account, etc. See Ordering BSCSF for information 
on utilizing this report. 

• To determine transfer needs, use the following instructions. 

7 — - ~ - See the following pages for Value-Added Transfer procedures. 

Value-Added 

Transfer 


U1 

M 

CO 

& 

--J 

-J 

00 
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Please review the following set ot procedures before using the Premium*, Coupon*. VPR* transfer function. 


I. VAP TRANSFER -PREMIUMS, COUPONS, VPR«, | 

Step 1: Select “Master Uat" from SIS menu. 

Step 2: Enter function “M40" - VAP function. 

Step 3: Enter "M42" - VAP Transfer (Premium, VPR, CPN). 

Step 4: Enter “VAP Wholesaler Number" for the direct account assembling/delivering the promotion. 

(The VAP Wholesaler Number entered must be a valid direct account in your geographic location.) 
Step 5: Enter “Promotion Year of allocations you are transferring. 


WKPM42NI 

17 OF 

517 WORKPLAN MATERIALS ORDERING 




NEXT PROGRAM 300286 

PROGRAM 

TYPE START DATE 

PROGRAM TITLE 

303461 

PREMIUM 

07/05/93 

CAM. B2GF 14-02. TUMBLER HLDVR(AGED) 

303443 

PREMIUM 

07/05/93 

MWSA M/B-B2G 51/GAS(MICHIGAN SHELL) 

303263 

PREMIUM 

07/05/93 

SALEH B2GF POOtBALL BOTTLE OPENER 

303253 

PREMIUM 

07/05/93 

SALEM B2GF POOLBALL BOTTLE OPENER 

303253 

PREMIUM 

07/05/93 

SALEH B2GF POOLBALL BOTTLE OPENER 

303203 

PREMIUM 

07/05/93 

CAMEL PM B3GF TKT.TO GT RACE/PORT. 


Step 6: 

Enter "Program Number" in 
the “Next Program" in upper 
right of the screen to jump 
directly to that program or scroll 
to the selected program by 
pressing enter. When the 
program number appears select 
with an M X M and press enter. 


WKPM42N1 517 OF 517 WORKPLAN MATERIALS ORDERING 
ITEM SELECTION 

MARK YOUR SELECTION (8) WITH X 

X 282702 SALEM CORD CAR W/POS _ 409235 HAT 1.65 

_ 409246 PKG .321 

PRESS ENTER TO CONTINUE 


Step 7: 

Select the item you are 
transfernng SKUs for with 
an "X" and press enter. 


WKPM42N2 - M42 


VALUE ADDED QUANTITY TRANSFER 


PROGRAM: 3002B6 SALEM 1QTR B2GF CORDUROY HAT 

ITEM: 282702 SALEM CORD CAP W/ POS PACKING: 20/SKU 


DRIVE PERIOD 

X JAN 93 FEB 93 

MAR 93 


Step 8; 

Select the drive period you are 
transferring allocations for 
with an "X" end press enter. 
NOTE : You may only transfer 
once per drive period/per item/ 
per account 


WKPM42N2 - M42 


VALUE ADDED QUANTITY TRANSFER 


PROGRAM: 300286 SALEM 1QTR B2GF CORDUROY HAT 


ITEM: 282702 SALEH CORD CAP W/ POS 


PACKING: 20/SKU 


HO. TYPE SELECTION 
PROMOTIONAL: x 
VAP: 


I Step 9: 

• If a premium program 
has been selected, you 
may select "National 
Promotional Indicators" 21 
"VAP Indicators" to determine 
quantities. 

• If a coupon or VPR program 
has been selected you may only 
select "National Promotional 
Indicators." 

Note : Indicator quantities must 
be used in order to utilize this 
function. 


Definitions : 


National Promotional Indicators: Indicators by brand and vehicle in salable 
units for a two-week time period entered by Sales Reps. 

VAP Indicators: Indicators in SKUs which can be used for premium and BSGSF 
programs only (PP Pack #1. PP Peck #2. PP Pack #3, PP Ctn, PP Extra SKU, VAP 
Over-ride Qty.). On October 4, the VAP Indicators will no longer be available. 


soiaiic 7/19/93 


SourceJittDS|^wv^industj^document^cs^du/docsMikv0000 
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|l VAP TRANSFER - PREMIUMS, COUPONS, VPR8, (CONTINUED) j 


WKI>M<I2NS - M42 VALUE ADDED OUANTITV TRANSFER 

CAMEL: 

CAM BXGXF CAM FKG PREMIUM _ CAM PKG COUPON _ CAM PKG VPR 

“ CAM CTN PREMIUM ~ CAM CTN COUPON _ CAM CTN VPR 

SALEM: 


SAL BXGXF X SAL PKG PREMIUM 
SAL CTN PREMIUM 


SAL PKG COUPON 
SAL CTN COUPON 


SAL PKG VPR 
SAL CTN VPR 


Step 10: 

Select the indicator with 
an "X" for the type promotion 
you are transferring 
allocations. 


WKPM42N3 18 OK 20 VALUE ADDED TRANSFERS 


Step 11: 


TERR 

ACCT 

NAME 

CITY VAP WHOLESALER 

UNIT 

SKU 

A scroll list of accounts 
assigned to the VAP whole¬ 
saler you entered will be 

212402 

300779 

ZEBULON DRUG CO 

ZEBULON 

510056 

30 

2 

212402 

491115 

ROSES 1378 

ZEBULON 

510056 

20 

1 

displayed. 

212402 

046532 

FOOD LION 1341 

ZEBULON 

510056 

40 

2 

- It you selected “National 

212402 

301770 

PIGGLY WIGGLY 44 

CREEDMOOR 

510056 

30 

2 

Promotional Indicators" 

Enter-PFl- 

—-PF2— 

-PF3 PF4-PF5 — 

“PF6——PF7— 

-PF8---PF9- 

PF10— 


tor e premium program, 
the salable units end SKU 
units (or each account will be 

PF11--PF12- 

PREV BEGIN 

QTY SUMM UPD 

ACCT 


MENU | 

displayed. II you selected 
coupon or VPR program, 
salable units onty will be 
displayed. 


If you selected VAP 
Indicators, the SKUs will be 


WKPM42N3 18 OF 28 VALUE ADDED TRANSFERS 


TERR 

ACCT 

NAME 

CITY 

VAP WHOLES. 

UNIT 

SKU 

212402 

300779 

ZEBULON DRUG CO 

ZEBULON 

510056 

30 

2 

212402 

491115 

ROSES 1378 

ZEBULON 

510056 

*"20 

1 

212402 

046632 

FOOD LION 1341 

ZEBULON 

510056 

I 40 

2 

121402 

301770 

PIGGLY WIGGLY 44 

CREEDMOOR 

510056 

^30 

2 

212402 

099238 

FOOD LION 1223 

BUTNER 

510056 

60 

3 

212402 

193768 

PIGGLY WIGGLY 123 

FRANKLINTON 510056 

~10 

1 


INPUT OPTIONS 

__ USE DEFAULT QUAN T I TI ES: _ 

_ U8E PERCENT DECREASE: 

X TIME PERIOD IN KEEKS; 

PPS - ESCAPE 


Enter"PFl---PF2---PF3-—PF4-—PF5-—"PF6 PF7 PF0 PF9---PF10- 

PF11-PF12- 

PREV BEGIN QTT SUMM UPD ACCT MENU 


displayed for each account. 


Step 12: (Optional) 

II you need to make mass 
adjustments to the indicator 
quantities (or Valuad-Added 
Transfer, select the “PF3" key. 
The options are: 

USE DEFAULT QUANTITIES: 
Enter default quantity to be 
given to each account The 
quantity entered cannot 
exceed the salable units 
currently displayed. 

USE PERCENT DECREASE: 
Enter the percent to docrease 
each quantity. No account 
can be reduced to "O". 

TIME PERIOD IN WEEKS: 

The salable units displayed 
are a two-week time period. 
Enter the number of weeks 
the promotion will be 
worked (max. no. la 6 wka.). 
PF6 allows you to jump to 
specific account. 


tourcejTttps^^w^ndustrvdocument^cs^d^loc^hkyOOOO 
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il, VAP TRANSFER-PREMIUMS, COUPONS. VPRs, (CONTINUED)! 


Step 13: (Optional) 

Select PF4 Key for summary 
screen of total SKUs to be 
transferred by division. For 
premium program selected, 
the salable units are 
converted to SKUs at 
the account level and 
totaled by division. 

If coupon or VPR program 
was selected, the salable 
units are converted to SKUa 
at the division level and 
totaled by division. 

This screen also displays the 
current SMS allocations for 
the item and the level at 
which the allocation currently 
resides. 

"D'-Oivision, *R"-Region 
W-Area. "N“-National 
Enter PF1 to previous screen. 


Step 14: 

Select PFS Key for "Transfer 
Worksheet” of total 
SKUs to be transferred by 
division. This screen In the final 
review screen for allocation 
adjustments by sales level. 

Total SKUs for transfer are 
displayed In the Total - line 
You may adjust SKU quantities 
by sales level. By typing over 
the quantities, you may make 
changes. However, the sum 
of the adjusted SKUs must 
equal the total SKUs displayed 
at the bottom. The SKU totals 
cannot exceed the SMS alloca¬ 
tions at any level of the 
allocation. 

Press "PF5" when you are 
ready to submit the transfer or 
"PF1* to abort the transfer. 

The list of accounts you have 
transferred allocations for will 
be saved for viewing or printing. 

- You have completed the transfer 
process. The Transfer Alloca¬ 
tion Report" will automatically 
be transmitted to the partici¬ 
pating divisions. CAMs who 
have headquarter responsibi¬ 
lities and to your printer. 

For "Customized Summary 
Report", see page 7 for 
Instructions. 


♦ If the SMS Hem allocations are at a higher level than division, the division totals will be summarized at the higher level and 
transferred at that same level. The adjustments must be made at the higher level as well. 

• If the quantity field does not allow you to change the units of SKUs. these quantities have been protected because account 
quantities have been previously transferred for this promotional itemydrive period. 


WKPK42N9 - M42 

VALUE ADDED TRANSFER 



PROGRAM: 300286 SALEM 10TR B2GF 
DRIVE PERIOD: JANUARV, 1993 

CORDUROY HAT 

PACKING: 20 /SKU 

SMS ALLOCATION 

DIVISION TOTAL 

SALABLE UNITS 

TOTAL SKU'5 

BALANCE 

LEVEL 

2124XX 

570 

29 

10 

D 

2126XX 

1,575 

79 

25 

D 






PREV 





End of Data.*. 






WKPM42NB - Ml2 VALUE ADDED TRANSFER 

PROGRAM: 300286 SALEM 1QTR B2GF CORDUROY HAT 


DRIVE PERIOD: JANUARY, 1993 
DIVISION TOTAL SALABLE UNITS 

TOTAL SKU'8 

PACKING: 

SMS ALLOC BAL. 

20 /SKU 
,t LEVEL 

2124XX 

570 

86 

10 

D 

2126XX 

1,575 

237 

25 

D 

TOTAL 

2,145 

323 

35 



Enter-PFl-PF2-PF3 PF4 PF5---PF6—PF7-PF0-—PF9 PF10— 

PREV BEGIN UPD 


REMINDER 


JU/U 
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Please review the following set of procedures before using the BSGSF transfer function. 


| II. VAP TRANSFER ■ BSGSFs 


Step 1: Select "Master List" from SIS menu. 

Step 2: Enter function "M40" - VAP function. 

Step 3: Enter "M41" (BSGSF Product). . 

Step 4: Enter "VAP Wholesaler Number" for the direct account assembling/delivering the promotion you are transferring Items for. 
(The VAP Wholesaler Number entered must be a valid direct account in your geographic location.) 


WKPM4INI 

VALUE ADDED QUANTITY TRANSFER 
(BSGSF PRODUCT) 

PLACE AN * 

K' NEXT TO THE PROMOTION YOU WANT TO SELECT 

PROM 

PROMOTION DESCRIPTION 

PROM PROMO.DESCRIPTION 

950 

x 300230 
300312 
^ 300338 

SPECIAL PROMOTION 

WIN. B1CG5 FREE PKS Ql 
VAN. BlCTN/G$F-lST & 
MORE 1ST QTR B1G1F 

999 BALANCE OF ORDER 

300296 VAN. B3G2F 1ST/2ND QTR 
~ 300316 NOW 1ST QTR B1G1F 

300478 VAN. B1G1F 1ST/2ND QTR 

Enter 




Step 5: 

Select with an "X" the BSGSF 
Promotion you are transferring 
and prea* enter. 


WKPM41N1 VALUE ADDED QUANTITY TRANSFER 

(BSGSF PRODUCT) 

PLACE AN 'X' NEXT TO THE PROMOTION YOU KANT TO SELECT 

PROM PROMOTION DESCRIPTION PROM PROMO.DESCRIPTION 


950 SPECIAL PROMOTION 999 BALANCE OF ORDER 

300230 WINS. B1CG5 FREE PKS QI “ 300296 VAN.B3G2F 1ST/2ND QTR 

DRIVE PERIOD SELECTION 

******* MARK YOUR SELECTION WITH X ******** 
x 301-00 _ 302-00 _ 303-00 


PRESS ENTER TO CONTINUE 


WKPH41N1 VALUE ADDED QUANTITY TRANSFER 

(BSGSF PRODUCT) 

PLACE AN 'X' NEXT TO THE PROMOTION YOU WANT TO SELECT 

PROM PROMOTION DESCRIPTION PROM PROMOTION DESCRIPTION 


_ 950 SPECIAL PROMOTION 999 BALANCE OF ORDER 

x 300230 WIN.B1CG5 FREE PKS Ql “ 300296 VAN.B3G2F 1ST/2ND QTR 

IND. TYPE SELECTION 
PROMOTIONAL:_x 
VAP: 


Step 6: 

Select the drive period you are 
transferring allocations for with 
an "X" and press enter. 

Note; You mey only transfer 
once per drive period/per Item/ 
per account. 


Step 7: 

For the BSGSF program selected, you 
may select "National Promotional 
Indicator*" g£ "VAP Indicator*" to 
determine quantities. 

Note : Indicator quantities must be 
used in order to utilize this function. 


Definitions : National Promotional Indicator: Indicators by brand and vehicle in salable 
units for a two-week time period entered by Sales Reps. 

VAP Indicators: Indicators in SKUs which can be used for premium and BSGSF m 

programs only (PP Pack #1. PP Pack #2, PP Pack #3. PP Ctn, PP Extra SKU, VAP £ 

Over-ride Qty.). On October 4, the VAP Indicators will no longer be available. ^ 

m 


m 

00 

ro 


















f II, VAP TRANSFER-BSGSFs (CONTINUED)! 


WKPM4 2 N b - M42 


VALUE ADDED 

QUANTITY TRANSFER 




WINSTON: 










X WIN BXGXF 

WIN 

PKG 

PREMIUM 


WIN 

PKG COUPON 

WIN 

PKG 

VPR 


WIN 

CTN 

PREMIUM 


WIN 

CTN COUPON 

WIN 

CTN 

VPR 

CAMEL: 










CAM BXGXF 

CAM 

PKG 

PREMIUM 


CAM 

PKG COUPON 

CAM 

PKG 

VPR 


CAM 

CTN 

PREMIUM 


CAM 

CTN COUPON 

CAM 

CTN 

VPR 

SALEM: 










SAL BXGXF 

SAL 

PKG 

PREMIUM 


SAL 

PKG COUPON 

SAL 

PKG VPR 


_ SAL 

CTN 

PREMIUM 

- 

SAL 

CTN COUPON 

SAL 

CTN 

VPR 



WKPM42N3 18 OF 230 VALUE ADDED TRANSFERS 


VAP 


TERR 

ACCT NAME 


CITY WHOLESALER 

UNITS 

SKU 

212402 

90814 TOOD LION 

199 

LOUISBURG 

510056 

20 

1 

212402 

22S605 ROSES 1434 


WAKE FOR. 

510056 

“20 

1 

212402 

193757 WINN DIXIE 

807 

LOUISBURG 

510056 

“20 

1 

212402 

300579 WINN DIXIE 

845 

ZEBULON 

510056 

20 

1 


Enter- PF1-PF2-PF3-PF4-PF5-PF6-PF7-PF0-Pr9-PF10-- 

PREV BEGIN QTY SUMM UPD ACCT MENU 


WKPM42N3 18 OF 230 VALUE ADDED TRANSFERS 

VAP 


TERR 

ACCT 

NAME 


CITY WHOLESALER 

UNITS 

SKU 

212402 

98814 

FOOD LION 

• 99 

LOUISBURG 

510056 

20 

1 

212402 

225605 

ROSE5 *434 


WAKE FOR. 

510056 

“20 

1 

212402 

193757 

WINN DIXIE 

807 

LOUISBURG 

510056 

“20 

1 

212402 

300579 

WINN DIXIE 

845 

ZEBULON 

510056 

“20 

1 


INPUT OPTIONS 
_ USE DEFAULT QUANTITIES: 

~ USE PERCENT DECREASE.* __ 
X TIME PERIOD IN WEEKS: 4 

P7S - ESCAPE 


Enter-PFl-PF2-PF3-PF4-PFS-PF6-PF7-PF8-PF9-PF10-- 

PREV BEGIN QTY SUMM UPD ACCT MENU 


Step 8 

Select the indicator with an "X" 
the type of promotion you are 
transferring allocations 


Step 9: 

A scroll list of accounts 
assigned to the VAP whole¬ 
saler you entered will be 
displayed. 

- If you selected "National 
Promotional Indicators" for 
a BSGSF program, the 
salable units & SKUs for each 
account will be displayed. 

- If you selected 'VAP 
Indicators", the SKUs will be 
displayed for each account 


Step 10: 

(Optional) 

If you need to make mass 
adjustments to the indicator 
quantities for Value-Added 
Transfer, select the “PF3" key. 
The options are: 

USE DEFAULT QUANTITIES: 
Enter default quantity to be 
given to each account. The 
quantity entered cannot 
exceed the salable units 
currently displayed. 

USE PERCENT QUANTITIES: 
Enter the percent to decrease 
each quantity. No account 
can be reduced to "0". 

TIME PERIOD IN WEEKS. 

The salable units displayed 
are 8 two-week time period. 
Enter the number of weeks the 
promotion will be worked 
(max. no. Is 6 weeks). 

PF6 allows you to jump to 
specific account. 


for 
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Step 11: (Optional) 

Select the PF4 key lot summary 
screen ot total cases available 
lor transfer tor each division, 

The "Total Saleable Units" 

Column represents the actual 
number ot total units required 
tor those accounts in the 
division. The "Total SKUs" 
represents the number saleable 
units: 20. The "balance" column 
is the number of case* each 
div.has available by brand style. 

(Press PF7 to shift left or PF8 
to shift right to view additional 
brand styles.) 

When you have completed the 
review, press PF1 to return to 
previous screen. 

Step 12: 

Select the PF5 Key tor “Transfer 
Worksheet”. 

This screen provides you a 
summary of the "Total Saleable 
Units’ and the total SKUs and 
the balance ot cases available 
by divisions. 

You must enter the number of 
cases required for the transfer 
under the "Adjust" column for 
each brand style. (Press PF7 
to shift left or PF8 to shift right 
to view additional brand styles.) 

Note : Due to the numerous 
BSGSF configurations, case 
requirements are not 
automatically calculated. A 
guideline to follow is: 12M case- 
300 B1G1F offer*. 

- Press "PF5" whan you are 
ready to submit the transfer or 
PF1 to abort the transfer. The 
list ot accounts you have 
transferred allocations tor will 
be saved tor viewing or printing. 

- This transfer is automatically 
mBde in the "Promotional 
Product Allocation" system and is 
allocated to the VAP account 
level. 

- You have completed the 

transter process. The "Transfer 
Allocation Report" will co 

automatically be Iransmitted to 4> 

the participating divisions, CAMS 
who have headquarter 
responsibilities and to your 
printer. For customized report, 
see page 7 tor instructions. 

If ihe adjust field does not allow you to change the units of SKUs, these quantities have been protected because account 
quantities have been previously translerred (or this promotional item/drive period 




51846 6T 











Please review the following set of procedures before using the Customized Summary Report. 


[til. CUSTOMIZED SUMMARY REPORT OF VAP TRANSFERRED PROMOHONjS) 


Step 1: Select "Master List" from SIS menu. 

Step 2: Enter function "M01" - Master List Selection menu. 
Step 3: Select accounts you wish to view or print. 


Displayed; 

15 of 

162 Account Scroll - M03 




...... 




Page 1 

of 

Acct 

Name 


Addreaa 

City 

Chain Id 

WCV 

305462 

JEFF' 

'S GROCERY 

RT. 1,HWY.268 E. 

PINNACLE 


100 

098071 

JT'S 

52 GULF 

RT 1 COOK SCH.RD 

PILOT MTN 

1589 

100 

302255 

DOWELL BROS 

2038 ROCKFORD 

HT AIRY 

17110336 

500 

269447 

GANT 

OIL 14 

HWY. 89 

MT. AIRY 

03360111 

100 


NOT£:'X' Accts to View Detail,'A* in Top Acct to view all Selected 
Accta 

PF1 - Account Selection Menu PF2 - Begin of Acct Croup 

PF10 - Left PF11 » Right PF9 - Contracts Next Funotiop<?>: M73 


WKPM73N1 - M73 VAP ACCOUNT LISTING 

Please Enter One Of The Following: 

Program Number: 300275 
OR 

X ENTER 'X* TO SELECT ALL PROGRAMS 

Pri --> RETURN TO MAIN MENU 


NEXT FUNCTION: 


WKPM73N1 - M73 

VAP ACCOUNT LISTING 

DRIVE PERIOD SELECTION 


• MARK YOUR SELECTION WITH X ******** 

X 

301-00 302-00 



— 


— 

— 


PRESS ENTER TO CONTINUE 

PF1 --> RETURN TO MAIN MENU 


WKPM73N2 - M73 
PROGRAM NUMBER: 300275 


VAP ACCOUNTS LISTING 
DRIVE PERIOD: Jan 03 


VAP 

WHSLER 

ACCT 

TERR 

NAME 

CITY 

ITEM 

QUANTITY 

510056 

305462 

212602 

JEFF'S GROCERY 

PINNACLE 

219991 

20 

510056 

096071 

212602 

JT'S 52 GULF 

PILOT MTN 

219991 

20 

510056 

302255 

212602 

DOWELL BROS 

MT AIRY 

219991 

20 

510056 

269447 

212602 

GANT OIL 14 

MT. AIRY 

219991 

20 

PF1 

—> RETURN 

PF5 —> PRINT 




Step 4 : 

The scroll list of accounts 
which you selected will 
appear on the screen. 
Enter M73 in the next 
function key. 


Step 5; 

Enter the program 
number. 

2 £ 

Enter "X" to select all 
programs. (If the "air 
option is selected, the 
display will be by territory 
and will break by 
account. The print option 
is not available for “air.) 
Press enter. 


Step 6: 

Select with an "X" the 
specific drive period and 

press enter. 


Step 7: 

The summary will appear 
on the screen. You may 
“print screen - or press PF5 
for print options. 
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III. CUSTOMIZED SUMMARY REPORT OF VAP TRANSFERRED PROMOTION(S) (CONTINUED) 


REPORT DESTINATION; 9700 


HO OF COPIES; 01 


You may choose the sequence and page break criteria for your report. 
Use 1 thru 9 to indicate priority of SEQUENCE (l*higheat, 9»loweat} 
Use X's to indicate where you would like PAGE BREAKS to occur 
If these selections are ignored, standard defaults will be taken. 


SELECT SORT CRITERIA 
(l*highest 9-lowest) 


SELECT PAGE BREAKS 
(use X'a to select) 


5 SALES LEVEL 
4 CITY 

6 ACCOUNT NUMBER 


SALES LEVEL 
CITY 

X SUPPLIER 


STATE 

TERRITORY/ROUTE 
TAX JURISDICTION 


X STATE 

X TAX JURISDICTION 
CHAIN ID 


PF1 — > ESCAPE 


Step 8: 

Enter Report Destination 
end Number of Copies 
required. 

The select Sort Criteria may 
be requested by entering 
numbers 1 up to 6 
according to your 
preference of the layout of 
the report Enter 1-6 to 
determine the sort 
sequence your report will 
be printed in. in the 
example on the left, this 
report will be printed in the 
following sequence. 

- Territory/Route 

- Tax Jurisdiction 

- State 

- City 

- Sales Level 

• Account Number 


Note: Although six sort 
criteria categories are 
available, the instructions 
on the screen indicate 9 for 
future categories that may 
be needed. 

Enter “X** on the categories 
you need "page breaks". 
Press enter. 


documents.ucsf.edu/docs/yhkyOOOO 
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please tevie w the following set of procedures before using the Mm* Update Wholesaler Number*. 


IV; MASS UPDATE VAP WHOLESALER NUMBERS FOR MASTER UST ACCOUNTS 


Step 1: Select ’’Matter List" from SIS menu. 

Step 2: Enter function ”M01" - Master List Selection menu. 
Step 3: Select accounts to update 


Displayed; 15 of 620 

Account Scroll 

- M03 


Aoct Hw- 

Mdrtli 

City Chain Id 

NCV 

519929 AMOCO rooo ftHOPi23 

323 ROOSSVU.T AVI. 

NAM FOMST 3908 

105 

300708 COOMS OWX3WI 

103 WHITI STWtIT 

NAM PORIST 

100 

558555 MAM TQKIflT DlLItO 

711 N. KA2N STRUT 

NAM PORIST 54503390 

100 

097645 COUNTRY CORHIR OW3C 

604 JONIB DAIRY RD 

NAM PORIST 

75 

_ 300627 VARIETY PIC-UP #37 

135 M, MAIN 8T. 

YOUNOSVILLI 

172 

Non: 'X 1 Aootft to View Detail, 'A' In Top Aoot to view *11 Selected Aoote 
pn » Acoount selection Manu PP2 ■ Begin of Acct Oroup 

mo - Left mi - Right 

PP9 “ Con tract* 

Next Punotioci<7>; 

M76 


Step 4: 

The scroll list of accounts 
which are to be updated 
appear on the screen. 
Enter M76. 


WKPM76N1 

HASS UPDATE VAP WHOLESALER ID 



ENTER VAP WHOLESALER ACCOUNT: 

510056 

PFl—> RETURN 

ACCOUNTS SELECTED: 

620 


Step 5: 

Enter the VAP wholesaler 
number for the account you 
selected from scroll list. 
Preaa enter. 


WKPM76N1 

HASS UPDATE VAP WHOLESALER ID 


ENTER VAP 

WHOLESALER ACCOUNT: 5X0056 

TAYLOR OIL CO. HDQTR 


ACCOUNTS SELECTED.' 

620 


ACCOUNTS UPDATED: 

620 

PF1 —>RETURN 




Step 6: 

"Confirmation of Update" - 
The Wholesaler Account 
information is automatically 
updated. 
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COORDINATING VALUE-ADDED PROGRAMS 


V. After transfer completion, order premiums, BSGSF or regular product for 
promotional use to appropriate direct accounts (see Chapters 3 and 4). 
Ordering is done by Coordinator, except in Direct Chains where CAMs 
handle, if necessary. 

VI. Communicate program details to each direct account. To assist in 
accomplishing this frequent task, develop standardized "VAP Promotion 
Profile Packet" for use in communicating with wholesaler. This packet 
should contain form letters, spreadsheets, etc. which indicate: 

• Promotion description 

• Shipped Quantities 

• SKU packing 

• Type of offer (i.e., 2 pack, 3 pack, 4 pack, etc.) 

• Packing instructions 

• Arrival date 

• Scroll detail of retail accounts to receive shipment (by state if more than 
one state being shipped to) 

• Billing date, EFTs amount, ship date 

• Cube, if necessary 

• Weight, if necessary 

This packet should be utilized as required by direct accounts. Following are 
sample pages from the VAP Promotion Profile Packet. 
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Page 1 



March 23,1093 

W. Frank N. Stain 
M mar-Wei smart Co 
1035 Nathan Una North 
MnnaapoNa, MN 554411 

Sublet Camel Spedal Ugh I Boy Ona Qat Ona Fraa • Ship Data 4/10/03 
Dear Frank, 

R J. Reynold* wV be working a Buy Ona Gat Ona Fraa promotion on Carnal Special Light* under 
our Value Added program. Displays should ba shipped the weak o! 4/10^93. Listed below are the 
detail* of IN* promotion. 

Cass Coda*: Carnal Sped si Lt Box KS 66640 

Carnal SpadaILL Box 100 66740 

Carnal Special Ll SP 66540 


Product Ooantltlaa: 

StHIft 

Wmota 
Indiana 
Iowa 
Mdxgan 
Mnnesota 
Nebraska 
North Dakota 
South Dakota 
Wisconsin 
Salat Rap (MN) 


Stata Braakdown 

State 

Illinois 

Iowa 

Indiana 

Michigan 

Mnneioia 

Nebraska 

North Dakota 

South Dakota 

Wiioonsim 


falDurtan 


22 

3 

760 

22 

35 

192 


RniKS 

Bor100 

SP KS 

E£U 

Shins 

54 

54 

36 

40363.09 

4/1/03 

22 

25 

7 

SEEMN 

4/1/03 
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MvchZ3, 18*3 
Pap Two 

Packing: Packing kx this display win consist of th* following: 

3 cartons Carnal Spada! Lt Box BK3F 
3 car»m Carnal SpaciaJ Lt Box 100 BK5IF 
2 cartona Carnal SpaoaJ Lt SP BIG If 

Each display holds 40 BK3F units. Product should ba ramovad from tha whrta cartona and pack ad 
in a spadaiiy daalgnad slaava. That# slaavat ara packad 40 par box and thla box will aacva aa a 
ahippar kx iha display. Siaavaa wil arrlva approxknaialy at aama bma as tha product. 

Attachad ia a Valua Addad Contract that indicataa how much you wil aam lor packino this 
promotion. Wa appradaia your partdpaton in this program. If you hava any quaiboni raoardino 
this information, plats* do not httbut* to cal. 

SI near# ly, 

Holly W. Woo 

Holly W, Wood 

Paraonnal & Adminatnbon Managtr 
6432 Cacll taCirda 
Bloomington, WN SS439 
Phona (612)341-4905 
Fax:612 941-4906 


i_n 

V-* 

CO 

Ch 

O' 

-J 
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Sample Addendum 



ADDENDUM TO VALUE ADDED PROGRAM MASTER 
CONTRACT BETWEEN JOE'S WHOLESALE COMPANY AND RJRT 


Promotional QvMsnthles/ReQuiremente/Oulllne 


R J. Reynolds Tobacco Company win ship 144 cases ol Carnal Spadal Light BIG IP product Into 
Joe’s Wholesale Company. This product should be packed in shipping cases to the appropriate 
specifications and shipped to designated accounts. 


Promotional Delivery Dmetrsmee *(1) to Distributor from RJRT and (2) to Retailer from 
Distributor 


Product will be delivered to your warehouse April t, 1 M3 for distribution the week of April ig. 
1W3. 


Designs led Retailers: 


R J. Reynoidi Tobacco Company win provide an account list to the distributor for shipment the 
week of April 19.. 1M3. 

RJRT shall pay the Distributor payment at the rate or $9.00 per 12M BfGIF case (144 cases of 
BIG IF 12W cigarettes x $9.00 . $1.296.00) 


RJRT REPRESENTATIVE 

urn. Holly W. Wood 

Tic# Personnel 4 Administration Manager 
Region Operations Office 


Dale: March 23.1M3 
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Coordinating Value-Added Programs 


Sample VAP Account Scroll List Detail 



VIII. Follow-up via phone with direct account to determine status, excess promotions, etc. As 

problems arise with excess promotions. Coordinator will contact appropriate RJR Chain Account 
Managers to make arrangements to ship excess promotions as possible. 
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Preliminary 

Activities 


♦ Develop spreadsheets noting all Region direct accounts, SIS numbers and 
contact people 

♦ Develop spreadsheets indicating sales reps and direct accounts to which the 
product(s) should be shipped 


Procedures 


I. Gather Ship-to and quantity information for order processing. Refer to 
Workplan Book and VAP needs to obtain quantities. 

II. Gain approval from direct account to ship promotional product, if required. 
This would also include obtaining purchase order number, if required. This 
approval and PO number is obtained by calling the direct account. 

III. Where necessary, calculate state breakouts prior to ordering. Company 
guidelines require breaking up orders into separate "by state" orders when 
incoming BSGSF product will be shipped to more than one state. 

Each state maintains different levels of taxation on cigarettes, and RJR 
reimburses Direct Accounts for tax stamps used on gratis product. 

• For example, direct account XYZ has been allocated 20 cases of BIGIF 
product. It will be shipping 1 /2 of this product to Wisconsin and 1 /2 to 
Minnesota. In order to ensure the Direct is properly reimbursed for tax 
stamps on the gratis product, the order must be broken up into two sepa¬ 
rate 10 case orders — one to Wisconsin and one to Minnesota. Unless in¬ 
structed otherwise, the Order Department will reimburse all tax stamps 
for gratis product based on the state in which the Direct Account resides. 

The Promotional Product Allocation screen is then utilized to officially allo¬ 
cate the product to each Direct Account. In addition, these screens offer sev¬ 
eral other options to assist with the handling of promotional products 
(BIGIFs, B2GlFs, etc.) 

• Inquiries by sales level 

• Transfer allocations 

• Direct Allocation Inquiry by Promotion 

Many of these utilities will be utilized when coordinating BSGSF promo¬ 
tions. Note that this system must be accessed and product placed into allo¬ 
cation BEFORE the order can be placed. 
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Ordering BSGSFs 


USING PROMOTIONAL PRODUCT ALLOCATION SCREENS 


1. With the SIS Main Menu displayed, place an "X" beside BUSINESS IN¬ 
FORMATION and press [ENTER). 
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Ordering BSGSFs 


3. With the Promotional Product Allocation Menu displayed, place an "X" 
beside BIGIF PRODUCT ALLOCATION and press [ENTER). 



♦ Note: BIGIF product allocation should be utilized for all BSGSF. 
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-——- 4. The following screen will be displayed. Enter the promotion number in 

Allocation by Sales the PROMOTION field and place an "X" beside ALLOCATION BY 

Level SALES LEVEL and press [ENTER], 



• This selection is made by the PRC to allocate individual cases, by brand 
style, to each direct account desired. 

• Prior to ordering any BSGSF product, this selection MUST be utilized. 

• If the PRC is in the Region Business Information System, allocations will 
be shown by Division. 

• If in at Division level, allocations will be shown by Direct Account. 
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Ordering BSGSFs 


♦ Note If you don't have the promotions number or you want to display a 
list of every BSGSF promotions, press [PF3], The promotions can be 
obtained from this list. Following is a sample of the screen you receive 
when you press [PF3], Press [ENTER] to exit to the previous screen. 
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5. From the Promotional Product Allocation screen, the following screen 
will be displayed. Place an "X" beside the desired brandstyle and press 
[ENTER). 
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Ordering BSGSFs 


6. The following screen will be displayed. Input the total amount of cases 
which need to be allocated to each Direct Account. 



• Allocations are made by typing in quantity desired on the appropriate 
line in the Total Allocated column and press [ENTER). 

• The Allocation Available column will now indicate the total number of 
cases of the selected brand style available to order. 

• When complete and orders are phoned/faxed to Winston-Salem, the 
amounts allocated will move from the Allocation Available column to 
the Order Quantity column, which indicates product order has been 
placed and processed. 

• Even if the order is to be broken out by slate, the quantity allocated must 
still remain the total amount needed by the Direct. 
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Inquiry by Account 
Number 


1, Logon to the BUSINESS INFORMATION SYSTEM as described above. 
With the Promotional Product Allocation screen displayed, enter the 
desired promotion and place an "X" in the INQUIRY BY ACCOUNT 
NUMBER field and press [ENTER], 



♦ Note: This task is utilized to inquire by account regarding allocated quan¬ 
tities. This selection is utilized to obtain the status of all allocated product 
fora given Direct Account, 
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Ordering BSGSFs 


2. The following screen will be displayed. 



This screen indicates all brands allocated for a given promotion and the 
status of each. 
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Transfer Allocations 


1. Logon to the BUSINESS INFORMATION SYSTEM as described above. 
With the Promotional Product Allocation screen displayed, enter the 
desired promotion and place ah "X" in the TRANSFER ALLOCATIONS 
field and press [ENTER]. 


PROMOTION; 


>0077 



PROOUCT ALLOCATION 1 

ALLOCATION BY BALKS LEVEL 
~ INQUIRY BY ACCOUNT NUMBER 
S TRANSFER ALLOCATIONS 

DIMCT ALLOC INQUIRY BY PROMOTION 
PRtBTED AlPORTIi 

ALLOCATION VERSUS ORDERS 
" D1M.CY ACCOUNT ALLOCATIONS 


This screen transfers allocations to other Divisions. 
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Ordering BSGSFs 


2. The following screen will be displayed. Place an "X" beside the desired 
item and press [ENTER], 
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3. The following screen will be displayed. Enter the transfer information 
and press [ENTER], 



Because the Promotional Product Allocation Transfer screen doesn’t 
track product transfers, this screen must be printed/faxed to appropriate 
Division on completion. This is the only way an operating unit can be as¬ 
sured a transfer has been completed. 
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ORDERING BSGSFS 


Direct Allocation 
Inquiry by Promotion 


1. Logon to the BUSINESS INFORMATION SYSTEM as described above. 
With the Promotional Product Allocation screen displayed, enter the 
desired promotion and place an "X" in the DIRECT ALLOC INQUIRY BY 
PROMOTION field and press [ENTER], 



♦ Note: This screen Is utilized to double check the status of all shipments to 
the direct account in the Region and outside the Region, as necessary. 
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2. The following screen will be displayed. Enter the desired account 
number in the ACCOUNT NUMBER field and press [ENTER], 



* Note This screen allows for Direct Account selection to review status of 
allocated product by a number of different options: 

• Account number 

• Geographic region 

• State 

• Account name 

• Chain ID 

• Paying account number 

• Parent account number 

• Segment 

• Account type 
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Ordering bsgsfs 


3. The following screen wiil be displayed. Enter the transfer information 
and press [ENTERJ. 



Placing Orders 


IV. Once quantities are finalized and entered into the system, contact Customer 
Services Department at 1-800-334-6682. This department closes at 4:15 pm 
EST. A three week lead time is required between order date and first possible 
ship date. 

V. Give the Customer Service Representative the following information: 

• Give name and identify self as RJR employee 

• Promotion number 

• Direct account SIS # (note whether separate orders by state are to be 
placed) 

• Direct account EFT# 

• Purchase Order # (if required) 

• Delivery date 

• Brand style 

• Quantity 

All information listed above will be confirmed by Customer Service 
Representatives. They will also provide the total EFT $ amount and EFT bill 
date, if requested. 
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Ordering BSGSFs 



VI. Communicate critical Information to each direct account via letter. This 
letter should be standardized to expedite communication. If promotion is 
value-added program, the VAP packet will substitute for the letter. 



MvtXi ID. 1083 

CLICK DISTRIBUTING CO. 

Ann; Bob WNw 
011 Gaorga Si 
la Cross*, W1 54601 

SUBJECT; Camel Buy 1. Got 1 Fw 

Dear Bill: 

The Madison District has entered (he tollowlg promotional product 10 your warehouse. This 
pro mot) on will be worked out by our Sales Representatives, Wendy Storm and Candy Barr There 
will also be some pre-book orders, which will be forwarded to you. 

Below is pertinent information tor your records: 


2 Cases 

CAMEL Ftllir King 

BIGIF 

2 Casas 

CAMEL Fit* King Box 

BIGIF 

4 Casas 

CAMEL Light King 

BIGIF 

4 Casas 

CAMEL Filar Wdat 

BIGIF 

i Casa 

CAMEL Filtar Wtdas 

BIGIF 

1 Casa 

CAMEL Wtoas Light 

BIG IF 


Deliver Data set tor: March 30,1003 
Purchase Order No.: 030SQ3JJG 
Dollar Amount $3,878-20 


If you have any further questions, please feel free k> contact me. 
Smoerely. 

Will Payer 

Will Payer 


oc. Wendy Storm 
Candy Barr 


VII. After all orders have been placed, the PRC should recheck the appropriate 
Promotional Product Allocation screens to: 

• Ensure all product has been allocated and ordered. 

• Ensure no new allocations have been transferred into the system. If so, 
these additional quantities must be allocated and ordered. 
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Ordering BSGSFs 
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Preliminary 

Activities 


Task Overview 


♦ Develop spreadsheets indicating ship-to locations tor all sales reps in the 
Region. Master copy should be present when placing orders. 


The SMS System provides several ordering functions, each tailored to the re¬ 
quirements of certain type orders: 

• SMS 402 is used to fulfill supply requests, place a lone order to a single loca¬ 
tion, etc. 

• SMS 422 is used when ordering the same item in the same quantity to a set of 
locations. It is most often used in POS, PD1 shipment. 

• SMS 425 is used to order different quantities of the same items to a set of lo¬ 
cations, 

Following is a synopsis of each function. 


Function 402 


1. Log on to SMS and invoke function 402, Order Entry. The following screen is 
displayed: 



2. Enter the appropriate information and press [ENTER], For demonstration 
purposes we have entered a Division of 2126. 
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Ordering Premiums 


3. The order entry shlp-to screen will be displayed: 



4. Verily that this information is correct. 
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Ordering Premiums 



5. Press [ENTER) to continue. The order type selection screen will be displayed: 



6. Select the type of order you wish to create: 

• CATEGORY ORDER - Use this option when you wish to select the items 
to be ordered by category (such as Permanent POS, Premium, etc.). 

• FORM/ITEMS ORDER - Use this option when you know the item 
number(s) you wish to order. 

• MODULAR BOOK ORDER - Currently unavailable (future 
enhancement). 

• PROMOTION ORDER ■ Use this option to order items for a promotion. 

• COPY EXISTING ORDER ■ Use this option when the order you are 
creating is similar to an existing order, as some data entry can be 
omitted. 

7. If you wish to enter an order for future delivery (instead of immediate 
delivery), enter the desired delivery date in the WEEK OF field. The date 
specified cannot be more than 210 days into the future, and must be entered 
in YYMMDD format. 
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Ordering Premiums 


8. Press (ENTER) to continue. 

9. The next section contains a summary of the process for using any of the 
order types. It is followed by detailed instructions for each order type. 


Summary of Process 


1. At the order type selection screen select the desired order type. If you wish to 
request a future delivery date, enter the desired date. The date cannot be 
more than 210 days into the future. It must be entered in YYMMDD format. 


2. Press [enter] to continue. 


• If you have requested a Category order: 

- The system will prompt you to select a major category. For each 
major category selected, you must select at least one intermediate 
and minor category. Up to 4 major categories can be selected; up to 6 
intermediate categories can be selected for each major category; up 
to 20 minor categories can be selected for each intermediate category. 

- When category selections are complete, the system lists the 
associated items. Enter the desired quantity of each item and press 
[PF4J. 

• If you hove requested a Form/Items order: 

- The system will prompt you to enter each item and the desired quan¬ 
tity. Enter the desired itcms/quanlities and press [PF4]. 

• If you have requested a Promotion order: 

- To view a specific type of promotion, position the cursor in the 
TYPE column and press (PF1) (HELP). Select the type of promotion 
you wish to view. (This step is optional.) 

- Select the promotion for which you wish to order items 

- The system will then list the items associated with the promotion. 
Enter quantities for the desired items and press [PF4J. 

• If you are copying an existing order: 

- The system will prompt you to enter the existing order number you 
wish to copy items and quantities from. 

- The system will then list the items/quantities associated with the 
specified order. (This screen is similar to Form/Items Order.) 
Enter/modify items/quantitics for the new order you are creating 
and press [PF4], 
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ORDERING PREMIUMS 



3. The Order Review screen is displayed. You can modify the quantities on this 
screen but cannot add items. Press [PF4] to continue. 

4. If all items requested are in inventory, the Order Completion screen is dis¬ 
played. If all items are not in inventory the Inventory Exceptions screen is 
displayed, 

5. From either screen you can request special handling. 

6. When you are ready to process the order, press the appropriate PF key (|PF4) 
from the Order Completion screen; (PF4) or [PF5] from the Inventory 
Exceptions screen). 
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Ordering Premiums 


Category Order 


Use this option when you want to select the items to be ordered by category, 
such as permanent POS items, premiums, coupons, etc. 

1. When Category Order is selected, the Major Categories screen is displayed: 



2. Enter X beside the categories you wish to select from. Up to 4 categories can 
be selected at one time. 

3. Press [ENTER] to continue. 
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4. The Intermediate Categories screen is displayed for the first major category 
selected: 



5. Enter X beside the categories you wish to select from. Up to 6 categories can 
be selected at one time, 

6. Press |ENTER] to continue. If multiple major categories were selected, inter¬ 
mediate categories for the next major category will be displayed. This 
process will continue until intermediate categories have been selected for 
each major category, 
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Ordering Premiums 


7. When intermediate categories have been selected for each major category, 
the Minor Categories screen is displayed. This screen lists minor categories 
for the first major/intermediale category combination: 



8. Enter X beside the categories you wish to select from. Up to 20 categories can 
be selected at one time. 

9. Press |ENTER] to continue. If multiple intermediate categories were selected 
or multiple major categories were selected, minor categories for the next 
intermediate category will be displayed. This process will continue until 
minor categories have been selected for each major/intermediatc category 
combination. 


oi 

M 

00 

£» 

Or 

cn 

CO 

M 

Si 


■ Book H: Promotion Coordina tor 


(0 R.J. Reynolds Tobacco Company 1993 






Issued: 8/93 


Ordering Premiums 



10. When minor categories have been selected for all major/intermediate 
categories, the system will list the items associated with the category 
combinations requested. This list will begin with the first major/ 
intermediate/minor categoiy specified: 



11. For each item, this screen indicates the maximum order quantity, current 
allocation quantity, and remaining allocation quantity (if any). 

12. Specify the quantity of each item you wish to order in the QTY field. If you 
do not want an item, leave the quantity field blank. If multiple pages of items 
exist, press (ENTER) to scroll forward. 

13. If you have specified more than 1 major, intermediate or minor category, 
there will be a screen like this for each combination. Press (ENTER) to view 
additional screens of information and enter quantities. 

14. When you have entered quantities for the desired items, press [PF4] to 
continue with the order. 
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Ordering Premiums 


15. The system now displays the order for you to review: 



16. This is the SMS Order Review screen. It displays the required SKU quantity 
of each item requested and units per SKU. It also indicates the maximum 
order quantity, current allocation quantity, and remaining allocation 
quantity (if any). 

17. As with the previous screen, you can modify the quantities indicated. 

18. When you are ready to continue with the ordering process, press [PF4] to 
continue with the order entry process. 
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19. The system now cheeks the inventory to determine if all of the items needed 
are available. If any of the requested items are not currently in inventory, a 
screen will be displayed which lists the items/quantities that will be placed 
on backorder. This screen allows you to: 

» Continue with this Order and put the missing items on back order 

• Continue with this order and cancel items on back order 

• Suspend the order, reserving inventory for the available items 

• Cancel the order 

(This screen Is shown in the discussion on entering a promotion order.) 

20. If all items are in inventory, the system will display the Order Completion 
screen: 



21. This screen provides you with your order number and cost. 

WARNING: This is the point of no return! If you go forward from here, an 
order will be generated, 
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22. From this screen you can: 

• Press [PF4] to continue with the order entry process. This should only be 
used if you are sure you want to generate the order! 

• Press |PF6] to request special handling. 

• Press [PF11] to restart this order (return to order type selection screen). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

• Press JPF12] to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

23. If you need to request special handling, press [PF6]. The system will display 

a list of options for you to select from: 



24. Enter X beside each option needed. Up to 10 options can be selected. When 
you are ready to continue, press [PF4], The system will return to the Order 
Completion screen and display the handling costs. 
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25. If you wish to generate the order press [PF4], Otherwise, use one of the other 
options. 

26. When [PF4] is pressed, the following pop-up window will be displayed: 



27. Enter any special instructions or sales rep information in the space provided. 
This entry is optional. (This information was previously entered on the 
Address Screen, but was moved due to processing procedures.) 

28. When you are ready to continue, press [ENTER], The order is generated and 
the following screen is displayed: 
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29. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

30. From here you can: 

• Press (ENTER] to process another order with a different ship-to address 

• Press [PF2] to process another order with the same ship-to address 

• Press [PF12] to return to the SMS Order Entry Menu 
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Form/Items Order 


Use this option when you want know the item numbers of the items you wish to 
order. It allows you to enter the item numbers/quantities directly. 


1. When Form/Items Order is selected, the following screen is displayed: 



2. Enter the item number and quantity of each item you wish to order. Up to 60 
different items can be specified. 

3. Press [PF4] to continue. The Order Review screen will be displayed. 

On this screen you can modify the SKU quantity. When you are ready to 
continue, press [PF4], 
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4. The system now checks the inventory to determine if till of the items needed 
are available. 

• If any of the requested items are not currently in inventory, a screen will be 
displayed which lists the items/quantitics that will be placed on back¬ 
order. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

• If all items are in inventory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

5. If you have reached the Order Completion screen, the same options are 
available as for the Category order type: 

• Press |PF4] to process this order. This should only be used if you are 
sure you want to generate the order! 

• Press [PF6] to request special handling. 

• Press |PF11] to restart this order (return to order type selection screen). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

» Press [PF12] to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

6 . When you are ready to generate the order, press [PF4], The order is 
generated and the following screen is displayed: 
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7. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

8 . From here you can: 

• Press [ENTER] to process another order with a different ship-to address 

• Press [PF2] to process another order with the same slup-lo address 

• Press [PF12] to return to the SMS Order Entry Menu 
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Promotion Order 


Use this option when you wish to order items (or a particular promotion. 


1. When Promotion Order is selected, the Promotion Selection screen is 
displayed: 



2. To view additional pages of promotions, press [ENTER]. To return to the top 
of the list, press [PF7], 

3. If you wish to narrow down this list to one particular type of promotion, 
position the cursor in the TYPE column and press [PF1] (HELP). A pop-up 
window will display the following options: 

• C Coupon Promotions 

• P BxGxF Promotions 

• R Premium Promotions 

• V VPR Promotions 

• '' (blank) All Promotion Types 

Enter the desired promotion type and press [ENTER). The system will 
display only promotions for the type specified. 

• Note: This step is optional. 
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4. Select the promotion you wish to order items for end press [ENTER]. Only 1 
promotion can be selected. 

5. The Form/Items Order screen will be displayed, listing each of the items 
needed for the promotion; 




6 . Enter the quantity of each item you wish to order in the QTY field. If you do 
not wish to order any item, leave the ITEM and QTY fields blank. 

You may also add other items/quantities on this screen. Up to 60 items can 
be specified on this screen. 

7. When you are ready to continue with the order press [PF4]. The Order 
Review screen will be displayed. 

On this screen you can modify the SKU quantity. When you are ready to 
continue, press [PF4], 
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8 . The system now checks the inventory to determine if all of the items needed 
are available. 

1/ all items arc in inventory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. If you 
continue with the order process from this screen, the order will be generated. 

9. If any of the requested items arc not currently in inventory, a screen will be 
displayed which lists the items/quantities that will be placed on backorder. 



10. For each item needed, this screen indicates the quantity requested, available, 

and on backorder, From this screen you can: 

• Press (PF4] to ship the available items and put the missing items on back 
order. This will process the order! 

• Press |PF5] to ship the available items and cancel the items on back 
order. This will process the orderl 

• Press [PF6] to request special handling. 

• Press [PF9] to suspend the order. (This will reserve inventory for your 
order but will not process the order.) When |PF9J is pressed, you will be 
prompted to enter special Sales Rep instructions (optional). 
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• Press [PF10] to hold the entire order until backorders are filled. When 
[PF10] is pressed, you will be prompted to enter special Sales Rep 
instructions (optional). 

• Press [PF11] cancel the entire order. 

11. If you need to request special handling, press [PF6J. 

12. To continue with the order entry process, press [PF4] or (PF5). The system 
will prompt you to enter any special Sales Rep instructions. When you are 
ready to continue, press [ENTER], Your order will be generated and the 
following message is displayed: 

YOUR ORDER »***- «»# * HAS BEEN SUCCESSFULLY PROCESSED. 

At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

13. From here you can: 

• Press [ENTER] to process another order with a different ship-to address 

• Press [PF2] to process another order with the same ship-to address 

• Press [PF12J to return to the SMS Oder Entry Menu 


Copy Existing Order 


Use this option when you wish to copy the items/quantities on an existing order 
to a new order. This Is a fast way to create an order when the Items/quantities 
for the two orders are similar. 


1. When this option is selected the system will prompt you to enter the number 
of the order you wish to copy. The order specified must be a valid SMS order 
number. 


2. When [ENTER] is pressed the Form/Items Order screen is displayed. This 
screen lists the items/quantities of the "copy from" order. 

3. Modify the items/quantities, as desired. You may also add new items. 

4. The remainder of this process is the same as for promotion orders. Refer to 
steps 7-13 in the previous section for additional information. 

After entering commodity numbers for all premiums and advertising by 
sales representative, check off items ordered on master Workplan Book as 
orders are placed. 

Confirm orders by voice mail to affected personnel. 

The SMS system has been further enhanced to allow for "bulk" ordering of items. 
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Functions 422 and 425 arc now available to place orders to multiple locations. 

• Function 422 is used when ordering identical quantities to multiple locations. 

• Function 425 is used when ordering different quantities to multiple locations. 

This function contains options for entering general shipment orders into SMS. 
The general shipment order is a "mass order" that is entered one time and 
distributed to all ship-to locations on a specified locator list. 

This function should be used when the same items and quantities are to be sent 
to all ship-to locations on the list. If you wish to specify different 
items/quantities, or omit ship-to locations from the distribution, use function 425 
instead. 

♦ Note This function is similar to function 402, Order Entry. If you have 
used that function, this process will be familiar to you. 

1. Log on to SMS and invoke function 422, Gen Ship — Same Qty Batch 
Release. The following screen is displayed: 



2 . 


Select the locator list for which you wish to generate an order and press 

[ENTER], 
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4. At the top of the screen, the system indicates the number of orders that will 
be produced (number of locations on the list selected), and a master order 
number. 

Enter X beside the type of order you wish to create: 

• Category Order - Use this option when you wish to select the items to be 
ordered by category (such as Permanent POS, Premium, etc.). 

• Form/Items Order - Use this option when you know the item number(s) 
you wish to order. 

• Modular Book Order - Currently unavailable (future enhancement). 

• Promotion Order - Use this option to order items for a promotion. 

• Copy Existing Order - Use this option when the order you are creating is 
similar to an existing order, as some data entry can be omitted. 

5. If you wish to enter an order for future delivery (instead of immediate 
delivery), enter the desired delivery date in the FUTURE DELIVERY DATE 
field. The date specified cannot be more than 210 days into the future, and 
must be entered in YYMMDD format. 

6 . Press [ENTER] to continue. 

The steps that you must take at this point will vary, depending on the order type 
selected. The next section contains a summary of this process for using any of the 
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order types. It is followed by detailed instructions for creating a Form/Items 
order. Refer to the section on function 402 for additional Information on the other 
order types. 


Summary of Process 


1. At the order type selection screen, select the desired order type. If you wish 
fo request a future delivery date, enter the desired date. The date cannot be 
more than 210 days into the future. It must be entered In YYMMDD format. 


2. Press [ENTER] to continue. 


• If you have requested a Category order: 


- The system will prompt you to select a major category. For each 
major category selected, you must select at least one intermediate 
and minor category. Up to 4 major categories can be selected; up to 6 
intermediate categories can be selected for each major category; up to 
20 minor categories can be selected for each intermediate category. 

- When category selections are complete, the system lists the 
associated items, Enter the desired quantity of each item and press 
[PF4], 

• 1 1 you have requested a Form/ltems order: 


- The system will prompt you to enter each item and the desired 
quantity. Enter the desired Items/quantities and press [PF4j. 

• If you have requested a Promotion order: 

- To view a specific type of promotion, position the cursor in the TYPE 
column and press [PF1] (HELP). Select the type of promotion you 
wish to view. (This step is optional.) 

- Select the promotion for which you wish to order items. 

- The system will then list the items associated with the promotion. 
Enter quantities for the desired items and press [PF4). 

• If you are copying an existing order: 

- The system will prompt you to enter the existing order number you 
wish to copy items and quantities from. 

- The system will then list the items/quantities associated with the 
specified order. Enter/modify items/quantities for the new order 
you areaeating and press [PF4]. 

3. When the previous step is complete for the type of order selected, the Order 
Review screen is displayed. You can modify the quantities on this screen but 
cannot add items. Press [PF4] to continue. 
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4. 1/ all items requested are in inventory, the Order Completion screen is 
displayed. If all items are not in inventory the Inventory Exceptions screen is 
displayed. 

5. From either screen you can request special handling. 

6 . When you are ready to process the order, press the appropriate PF key ([PF4] 
from the Order Completion screen; [PF4] or [PF5J from the Inventory 
Exceptions screen). The order will be generated for all ship-to locations on 
the locators list. 


Form/Items Order 


Use this option when you know the item numbers of the items you wish to order. 
It allows you to enter the item numbers/quantities directly. 


1. When Form/Itcms Order is selected, the following screen is displayed: 



2. Enter the item number and quantity of each item you wish to order. Up to 60 
different items can be specified. 


3. Press [PF4] to continue. The following screen is displayed: 
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4. This screen lists the items requested, the number of each item per order, and 
the total number requested for all ship-to locations. 

WARNING: This is the point of no return! If you go forward from here, an 
order will be generated! 

5. From this screen you can: 

• Press [PF4] to complete the order 

• Press [PF6] to request special handling of the order 

• Press [PF12] to cancel the order 

6 . If you wish to complete the order, press |PF4], You will be prompted to enter 
special instructions. This entry is optional. If you do enter special 
instructions, they will apply to all ship-to locations on the locator list. 

7. When special handling instructions have been entered or skipped, press 
[ENTER] to continue. The order is generated and the following confirmation 
screen is displayed: 
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8 . This screen confirms that your order will be processed. To return to the SMS 
Order Entry Menu, press (ENTER). 

This (unction contains options for entering general shipment orders into SMS. 
This function is similar to 422, which is also for entering general shipment orders. 
However, function 425 allows you to specify different items/quantities, for the 
various ship to locations on the locator list. You may also omit ship-to locations 
from the distribution. 


Note If you are entering the same items/quantities for all ship-to 
locations in a locators list, use function 422 instead as it will be faster. 


Procedure 


1. Log on to SMS and invoke function 425, Gen Ship — Different Quantities. 
The following screen is displayed: 
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2. Select the locator list for which you wish to generate an order and press 
[ENTER], 

3. The following screen is displayed: 


4-28 ■ Book II: Promotion Coordin* tor 


© R.J. Reynolds Tobacco Company 1993 




]2iifl^^^^fl£ly£jj^£[£cument^cs^cl^loc^hky0000 


51846 6840 









Issued: 8/93 


Ordering Premiums 




4. Most of the time, you will press [ENTER] to bypass this screen. However, 
there are 2 instances in which it is useful. 

• If you had previously started the order entry process but were 
interrupted before completing the order, you can pick up where you left 
off. Simply enter the MASTER ORDER NUMBER in the space provided 
and press [ENTER). The system will automatically begin the order entry 
process for the next location in the locator list. 

• This screen may also be u sed to specify one or more high priority ship-to 
areas. This is useful If Inventory is low and it is critical that an area 
receive its shipment, or when the transit time to one area is longer than 
the others. 

To specify a priority, enter a number between 1 and 9, with 9 being 
lowest priority and 1 being highest. 

5. When [ENTER] is pressed, the order type selection screen is displayed: 
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6. Enter X beside the type of order you wish to create: 

• Form/items Order - Use this option when you know the item numbcr(s) 
you wish to order. 

• Promotion Order • Use this option to order items for a promotion. 

• Copy Existing Order - Use this option when the order you are creating is 
similar to an existing order, as some data entry can be omitted. 

7. When an order type has been selected, press [ENTER] to continue. 

The steps that you must take at this point will vary, depending on the order type 
selected. The next section contains detailed instructions for creating a 
Form/Items order. Refer to the section on function 402 for additional information 
on the other order type. 

Note Throughout this process, the following exit options arc available: 

• Press [PF9] to exit and abandon the order (you will not be able to restart the 
order at a later point in time). 

• Press [FI 2] to exit and save the order (you will be able to restart the order at 
a later point in time). 
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Form/Items Order 


Use this option when you know the item numbers of the items you wish to order. 
It allows you to enter the item numbers/quantities directly. 


1. When Form/Items Order is selected, the system displays ship-to information 
for the first location in the locators list: 



2. If you do iwl wish to enter an order for this location, press [PF3] to skip this 
address and proceed to the next. 

If you do wish to enter an order for this location, you may specify a future 
delivery date if one is desired. To do so, enter the desired delivery date in the 
FUTURE DELIVERY DATE field. The date specified cannot be more than 210 
days into the future, and must be entered in YYMMDD format, 

3. When you are ready to continue, press [ENTER). The system will allow you 
to specify the items/quantities to be ordered for this location: 
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4. Enter the item number and quantity of each item you wish to order. Up to 60 
different items can be specified. 

5. Press [PF4] to continue. The following screen is displayed: 
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6. This screen lists the Items/quantities requested. 

WARNING: This is the point of no return! If you go forward from here, an 
order will be generated for this ship-to location! 

7. From this screen you can: 

• Press [PF4] to complete the order 

• Press [PF12] to cancel the order 

8. If you wish to complete the order, press [PF4], You will be prompted to enter 
special handling instructions for this ship-to location. This entry is optional. 

9. When special handling Instructions have been entered or skipped, press 
[ENTER] to continue. The order is generated and the following confirmation 
screen is displayed: 
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10. This screen confirms that your order will be processed. From this screen you 
can: 

• Process a new order with the next ship-to address in the locator list 

• Process a new order for the same ship-to address 

• Return to the SMS Order Entry Menu 

11. When either of the "Process new order" options are selected, the system 
returns to the ship-to screen and begins this process over again. 

12. Repeat this process as many times as necessary to generate orders for other 
ship-to locations in the locator list. 

These two functions will greatly expedite the processing of orders for the Opera¬ 
tions Unit. 


To properly use the bulk-order functions, the PRC must customize lists of loca¬ 
tions which can be pulled to send orders to. Suggested and commonly used 
lists include: 


• Each Division's sales reps ship-to locations 


cn 


• Each Division's sales reps home addresses 

• Each Region's Direct Account locations 

• Each Region’s Division Office locations 
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Following arc instructions relative to setting up these customized shipment lists. 
This function is used to build a locator list for general shipment ordering. 

1. Log onto SMS and Invoke fu notion 555, Define Locator List. The following 
screen will be displayed: 



2. From this screen you can: 

• add a locator list 

• view, change, or delete a locator list 

• view criteria used to create a locator list 

• view invalid entries in a locator list 

• merge or print a locator list 

The delete entries and merge/print functions can be performed online or in 
batch. Batch options are recommended when there are many entries in the 
list. 

3. To use this function, enter the 4-character locator code for the list you wish to 
add or maintain and select the desired maintenance option. 

If you do not know the locator ID, select the maintenance function you wish 
to use press [ENTER], A locator list selection screen is displayed: 


Function 555 
Procedure 


© R.J. Reynolds Tobacco Company 1993 


BookII: Promotion Coordinator ■ 


4-35 


51846 6847 







Issued: 6/93 



Ordering Premiums 




S S 5 CJGSJSU9 


NAME —-DESCRIPTION——— USER NAME 

—M NASA TO* NOH-*RNV TKCHO ft m> CHIC 

' —F2 SARA NOtt-KEHU PROMOTION PL XXXX ~ C493 

' --P3 NCSA MON-HR HU PROMOTION PL XXXX " CJ9S 

' — P4 NCSA NON-MENU PROMOTION PL XXXX ~ C«93 

—PS PHJA KOK-KEKU PROMOTION PL HKHI “ CHS 

" —P4 KWSA NON-MENU PROMOTION PL XXXX “ CI93 

AKD SSSJS XXXX ~ C»M 

AHL TtfffNC UXATON SYSTEM XXXX ~ DELE 

AL01 R-D AHL (MDRA AEOUIAEMENTS XXXX ~ DSN I 

BOR 1 RALPH BOV-1 IT OTA 12 (ORTA «« “ DULN 

CALI L CALLS (VA, HA, HI) XXXX “ EIRL 

CALI RETAIL CALL CLARR-VA, HA, XXXX ” PMEC 

CALI ARTAIL CALL CLA54-VA, HA, BOH " CMN 

CAU ARTAIL CLASS CALL-VA, HA, XXXX “ GMN) 

CALI RETAIL CALL CLASS-VA, HA, XXXX “ CMNS 

SELECT LIRT TO DELETE BY PLACINC J 

Ent*r-pri—pra— trj—- pm— rrs—pn—prp— 

Help R«trn Top Bkvrd 



....-DESCRIPTION-------- UIEA 

SALEM BOX 1ST QTR 92 (CHIC XXXX 
NCSA APRIL *93 OPPORT. N/P XXXX 
■CIA HAY >93 OPPORT. N/PLA XXXX 
NCSA JUNE *93 OPPORT. N/PL XXXX 
RCRA JULY *93 OPPORT. N/PL XXXX 
NCRA AUCURT <93 OPPORT. »/ XXXX 
NCSA SEPT. >93 OPPORT. M/P XXXX 
DELETE LOCATOR TBIT XXXX 
AHELP TEMPLATE - 1409429 XXXX 
DULUTH WAREHOUSE ADDRESSES «3XX 
Ell LEASE ( APNDX.A PAY AC XXXX 
PH ECD PROGRAM 3140 
RELOCATION KIT 44 XXXX 
RELOCATION KIT 41 XXXX 
HAASH SUPER STUDY DIV/DIST XXXX 


X 'X* NEXT TO MANE 

rrs—pro— pno— rrn 

Pfurd Stch 


4. Select the desired locator list and press [ENTER). 

5. The remainder of this chapter discusses each option In more detail. 
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Add Locator 


This option is used to add a new general shipment list. 

1. Enter a unique 4-character code to identify your list in the LOCATOR field. 
Enter X beside the ADD option and press [ENTER], 

2. The following screen will be displayed: 



3. This screen contains several options for specifying the accounts to be 
included in the locator list. Accounts can be specified by: 

• Area 

• Region 

• Division 

• Chain Division 

• Territory 

• Chain account 

• SIS accounts 

• Other locations 
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4. For each of the first 6 options, a range can be specified to narrow down the 
list. 

5. In addition, each option can be marked with an X or L. When the option is 
marked with an L, the system will list those Areas, Regions, Divisions, etc. 
that fall into the range specified (or all if no range is specified). You can then 
select the ones you wish to include in the locator. 

If the option is marked with an X, the system automatically includes all 
Areas, Regions, etc., in the range (if any) in the locator. 

The SIS Accounts option can also be marked with an M. When this method is 
used, you can manually enter the desired accounts. 

6. To create a locator, enter a description of your new list in the DESCRIPTION 
field, then select the desired option. Remember to use an L if you wish to 
view a list of accounts. You may also specify a range. 

For demonstration purposes, we will mark the Division option with an L and 
enter a range of 2100 to 2126. When this method is used, a screen similar to 
the following is displayed: 



7. If we had selected an area or Region instead, this screen would list 
Areas/Regions that match any criteria specified. 

8. If this screen is full, press [FRWRDyiBKWRD] to scroll through the list. Press 
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[TOP] to return to the top of the list. 

9. Enter X to select the entries you wish to add to the locator list and press 
[ADD]. 

(If you do not wish to create the locator list, press [CANCL] to exit.) 

10. The following window will be displayed: 



11. You can now use the locator you have created for orders. Press [ENTER] to 
return to the Locator Menu screen. 
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Delete Locator 


This option is used to delete an existing locator list. 

1. Enter the locator code for the list you wish to delete. Enter X beside the DE¬ 
LETE option and press [ENTER], 

♦ Note If you do not know the locator code, mark the DELETE option and 
press [ENTER] to select the locator list. 

2. The following window will be displayed: 



3. If you wish to delete the list, press |ENTER]; otherwise press PF3 to cancel. 

4. If you have pressed [ENTER] to delete the list, the message. Deleted 
Successfully, will be displayed. Press [ENTER] to return to the General 
Shipment Locator Menu. 
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Change Locator 


This option is used to change an existing locator list. 

1. Enter the locator code for the list you wish to change. Enter X beside the 
CHANGE option and press [ENTER]. 

♦ Note ; If you do not know the locator code, mark the CHANGE option and 
press [ENTER] to select the locator list. 

2. A screen similar to the following will be displayed: 



3. If this screen is full, press [FRWRD^BKWRD] to scroll through the list. 

4. From this screen you can: 

• Enter A in the ACTION column to add a new line item (Area, Region, 
Division, Territory, or SIS account). You must also specify the item to be 
added. 

• Enter D in the ACTION column to delete an existing line item. 
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5. You may also add to this locator list by using the PF keys at the bottom of the 
screen. For example, you can add accounts for a chain, as well as Areas, 
Regions, Divisions, Territories, locations, or SIS accounts. 

6. When the Area, Region, Division or Territory PF keys are pressed, the system 
will prompt you for a range, and then display a selection list (of Areas, 
Regions, Divisions, or Territories) based on your response: 



HUWir.il NAME* 

noma 1 north Atlantic mim mm 

2XXXXX 2 SOUTH ATLANTIC SALKS AREA 
JJCXXXX 3 NORTH CENTRAL SALES AREA 
<Kmn 4 MID CONTINENT BALES AREA 

sxxm s pacific mountain bales area 

tXXXXX < NID'OTITERN SALES AREA 
7XXXXX TXXX NATIONAL PROMOTION PLANNI 


PLEASE BKIECT LOCATION KITH AN **' 
tntar-pr l—rrj—PP3---PP4—ppi—pr»—-pr7—-m--. 
HELP Cartel Add Top MtfAD PRVRD 



7. Select those you wish to add to the locator list and press (ADD), or press 
[CANCL] to cancel. 
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8. When the chain PF key is pressed, the system will prompt you for a CHAIN 
NAME and SALES LEVEL, and then display a selection list of chains based 
on your responses: 



9. Select the chain for which you wish to view accounts and press [ENTER], 
The following screen will be displayed: 
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10. This screen displays Ihc accounts associated with the chain-ID selected. Enter 
X beside the accounts you wish to add to your locator list, then press [ADD] 

(or press [CANCL] to cancel). 

11. When you are ready to exit, press [RETRN). 
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12. When the SIS PF key is pressed, the system will prompt you to specify 
criteria lor the accounts you wish to add: 



13. Enter criteria for the SIS account list you wish to view and press [ENTER]. A 
screen similar to the following will be displayed: 
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14. This screen lists accounts associated with the parameters specified on the 
previous screen. Enter X beside the accounts you wish to add to your locator 
list, then press |ADDJ (or press [CANCL] to cancel). 

15. When you are ready to exit, press [RETRN). 

16. At the Locator List Update screen, press [EXIT] to return to the General 
Shipment Locator Menu. 
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- This option is used to remove one or more entries from a locator lisi. 

Delete Entries In 

Locator (Batch) 1, Enter the locator code for the list you wish to delete entries from and enter an 

X beside the DELETE ENTRIES option; press [ENTER], 

♦ Note: If you do not know the locator code, mark the DELETE ENTRIES 
option and press [ENTER] to select the locator list. 

2. A screen similar to the following will be displayed: 



3. Enter the entries to be deleted from the list. For SIS accounts, enter the SIS 
account number, 

4. When all entries to be removed from the list have been entered, press 
[SUBMIT]. The following pop-up window is displayed: 
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5. This window indicates where the report will be printed and whose name will 
appear on the cover sheet. 

Review the NAME, AREA, PRINTER and COPIES indicated. If you wish to 
change them, you may do so. If these fields do not contain entries, they must 
be specified. 

Also, make sure the HOLD PRINT option is set to N. Otherwise, the report 
will only be available online. 

6. Press [ENTER] to submit the report request, or (PF3J to cancel. 
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Display Locator 


This option is used to view an existing locator list. 

1. Enter the locator code for the list you wish to view. Enter X beside the DIS* 
PLAY option and press [ENTER], 

♦ Note: If you do not know the locator code, mark the DISPLAY option and 
press [ENTER] to select the locator list. 

2. A screen similar to the following will be displayed: 




m 


CJCSSSUJ 


IALII MATERIALS SYSTEM 
DISPLAY GENERAL SHIPMENT LOCATOR LIST 
RET KAMI - TEST HUMBER OP ENTRIES. 

SETUP SEEK 02/21/S) REGULAR CREATION BY ADDING 

BY SHARON 3 RORCIYR INVALID 

ARDT ATE CC SIS ACCT ---NAME---- DATA 

2124XR 2124 NINSTON SALEM DIVISION 


CAUTION - INVALID DATA IIMONN IN RED! SHOULD BE CORRECTED BEPORE USING LIST 

EnUr-PPl- tn—M -PP4-PM-PP4-- -PF1--.pri—PPS—W10*.rm» PP 12- 

HELP AIT AN TOp DRWAD fRNRD MAIN 




3. If this screen is full, press [FRWRDJ/[BKWRD] to scroll through the list. Press 
[TOP] to return to the top of the list. 

4. When you are ready to exit, press [RETRN], 
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~—...--- This option is used to view invalid entries in a locator list. Invalid entries can 

Display Invalid occur when an invalid address exists in the master list. 

Entries In Locator 

1. Enter the locator code for which you wish to view invalid entries. Enter X 
beside the DISPLAY INVALID ENTRIES option and press [ENTER], 

♦ Note: If you do not know the locator code, mark the DISPLAY INVALID 
ENTRIES option and press [ENTER] lo select the locator list. 

2. A screen similar to the following will be displayed: 



3. Invalid information is displayed in the right-most column. This information 
is red on color terminals. 


4. This function is only used to display invalid information. To remove invalid 
information, you must use the PRINT LOCATOR LIST function. 


5. When you are ready to exit, press 1RETRN). Refer to the section on the 
PRINT LOCATOR LIST function for instructions on deleting invalid 
information. 


CD 

*> 


o 

oo 

to 


4-50 ■ Book II: Promotion Coordinator © R.J. Reynolds Tobacco Company 1993 








Issued: 8/93 


Ordering Premiums 



- This option is used to view the criteria used to build a locator list. 

View Creation 

Criteria of Locator 1 , Enter the locator code for which you wish to view creation criteria. Enter X 

beside the VIEW option and press [ENTER]. 

♦ Note ; If you do not know the locator code, mark the VIEW option and 
press [ENTER] to 9elect the locator list. 

2. A screen similar to the following will be displayed: 



3. When you are ready to exit, press [RETRN], 
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Merge Locator Lists 


This option is used to merge one or more lists into a new list. 

1. Enter X beside the MERGE option and press [ENTER]. 

2. A screen similar to the following will be displayed: 



3. Enter the 4-character key of each list to be merged. The keys specified must 
be valid. 

4. In the NEW LIST field enter a unique, 4-charadcr key for the new list that 
will be created when the lists arc mcTged. Enter a description for the list in 
the DESC field. 


5. When you are finished, press [ENTER]. The system will merge your lists and 
display a confirmation message. (This process may take a few moments to 
complete.) 

6. Press [ENTER] to return to the General Shipment Locator Menu. 
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-———--- This option is used to merge one or more lists into a new list. This function is 

Merge Locator Lists similar to the other merge option. With the batch option, however, the lists are 

(Batch) not combined until the next nightly batch merge job runs. 

1. Enter X beside the MERGE (BATCH) option and press [ENTER]. 

2. A screen similar to the following will be displayed: 



3. Enter the 4-character key of each list to be merged. The keys specified must 
be valid. 

4. In the NEW LIST field enter a unique, 4-character key for the new list that 
will be created when the lists are merged. Enter a description for the list in 
the DESC field. 

5. When you are finished, press [ENTER]. When the next nightly batch merge 
job runs, the lists will be combined. 

6. Press [ENTER] to return to the General Shipment Locator Menu. 
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--— This option is used to print a locator list in batch mode. The report will not be 

Print Locator Lists printed until the nightly batch process runs. 

(Batch) 

1. Enter the locator code for the list you wish to print. Enter X beside the PRINT 
(BATCH) option and press [ENTER). 

♦ Note: If you do not know the locator code, mark the PRINT (BATCH) op¬ 
tion and press [ENTER] to select the locator list. 

2. The following screen will be displayed: 



3. Select the type of report you wish to print: 

• entire list 

• invalid data only 

4. If you wish to delete the invalid data from the locator list, mark this option 
also. The invalid locators will still print on the report but will be removed 
from the actual list. 

5. When you arc ready to continue, press [SUBMIT]. The following pop-up 
window is displayed: 
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6. This window indicates where the report will be printed and whose name will 
appear on the cover sheet. 

Review the NAME. AREA, PRINTER and COPIES indicated. If you wish to 
change them, you may do so. If these fields do not contain entries, they must 
be specified. 

Also, make sure the HOLD PRINT option is set to N. Otherwise, the report 
will only be available online. 

7. Press [ENTER] to submit the report request, or [PF3] to cancel. 
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Staging Orders 


Staging orders is sometimes required because occasionally a storage unit cannot 
physically hold all items being shipped. In those cases, shipments may need to 
come in waves. 

I. Review allocations to various ship-to locations. Assess size (sq. ft.) and 
capacity by location with appropriate sales rep input. Base staging on ship-to 
capacity and unique timing circumstances. 

II. Utilize Voice Mail to announce to all concerned parties that items will be 
ordered shortly. Instruct reps to call if they wish to alter the planned order 
sequence. Otherwise, order as usual. 

III. After orders have been placed, sales representatives are responsible for 
communicating needs (which differ from original planned timing noted in 
Workplan Book) via voice mail or other correspondence. 

IV. Reorder and note in Workplan Book as necessary until allocated quantities 
arc zeroed out. 


~ ~—T—~- 1. Receive voice mail, phone call or written request from sales rep identifying 

I rouDlesnooting either a surplus or lack of promotions. These situations normally occur near 

Premiums the end of a reporting period. While a periodic question might be posed via 

voice mail by the Operations Unit personnel, the responsibility of notification 
of these issues should remain the sales rep's accountability. The 
improvement in Division Management work, with time, should reduce these 
issues. 

II. Once a problem is communicated, voice mail will be utilized to advise other 
personnel of surplus/deficit and ask for assistance (i.e., who has additional 
available premiums or is in need of premiums). 

III. Once parties are "connected" the Operations Unit will expedite transfer of 
items by shipping from operations backroom, accepting shipment from sales 
rep or arranging shipment between two or more sales reps. 


Handling Incremental 

Promotional 

Programs 


I. Receive information regarding incremental program details from Region 
(i.e., budget, guidelines, etc.) 

II. With Region Operations Manager determine chain account needs/opportu¬ 
nities. Contact CAMs via phone/voice mail. Split budget or items 
accordingly, 


Ill. Determine Division needs/opportunities. Contacts DMs via phone/voice 
mail. Split budget by sales rep based on unique opportunity communicated 
by DM or sales rep via voice mail). 


IV. Order items to ship-to locations, as previously noted in the Order Premium 
section. 
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V. The coordinator will track and monitor against budget, keeping appropriate 
management apprised of status. The Region Operations Manager will 
evaluate trends, usage and respond accordingly. 


- " ~ I. Sales Reps ate responsible for communicating leftovers in the field. The oper- 

Utilizing Leftover ation unit is responsible for leftovers in SMS. Check via function 524 or 508. 

Premiums When the commodity number is known, utilize function 508. 
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Function 524 


Using SMS Function 524 

1. With the SMS Main Menu displayed, enter 524 in the FN field and press 
[ENTER]. The following screen will be displayed. Type "X" next to 
Summary of Sales Level Shown and press (ENTER). 
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2. The report is similar to the following: 


6J1*3*N 

ALLOCATION BY BALES LEVEL AIT OAT 





SUWlAAY REPORT i 

(371 DULUTH DISTRICT 




| HAJO* CATlGOttt: COTTON J 





ITIH 

DESCRIPTION 

ALLOCATED 

VIED 

REMAINI MO 

ALLOC 

ABOVE 

mni 

MAC/STEA 310 92 OOC 224(7 




rts 

i»m 

MAG/STEA >2 >11/21 VTA 

40 

40 

34 


umi 

MAC/(TEA *2 .11/21 ore 

2 

7 

0 


I73is« 

HAG/STEA 92 300 VTA 

10 

10 

0 


|»4tt 

MAC/STKA *2 310 CTN VTA 

l°l 

10] 

0 


non 

CAMEL CM 02 700/CTN 22014 

70 

20 

0 


2115(1 

DOAAL (OO/CAATON VTA 

10 

10 

0 


9141(9 

NIK IB PAEE PA BOO* 

20 

20 

0 


141(71 

VAN 4 OTA 40CC T-21004 

179 

129 

0 


141(71 

HIM 40 1.1/2 2RS 22(1* 

31* 

31* 

0 


41(71* 

DOAAL (1 PACE VTA 

341 

311 

41 


41(7*9 

DOAAL 700 CTN VPA 

10 

10 

23 


1(71*0 

HAC/STEA 400 CTN VPA 

1*0 

1*0 

13 


1(71*1 

CAMEL BM 110 OCC 232*4 

(0 

(0 

0 


1(7192 

SALEM 1093 *00 2/CTN-300 

41 

41 

0 


1(7192 

SALEM 10*3 1D0/C7N 

23 

23 

0 


1(7191 

MIN 1093 1.1/3 PXS 30077 

13 

13 

0 


1(7194 

KIN .(0 VPA 4 Q 

27 

27 

22 


1(71*1 

NIN PET 1 OCC 21340 

4 

4 

0 



II. Once the problem is identified, Region Operations Manager develops 
program for utilization in high volume outlet. This program will be 
developed by discussing the situation with appropriate CAMs/DMs. 

Coordinate delivery/packing of promos with appropriate management 

III. If no clear opportunity for mass displays exists, utilize voice mail to 
determine which sales reps could utilize extra premiums and coordinate 
accordingly. 
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T racklng/Monltoring 

Full-Price 

Promotions 


IV. Finally, if no opportunity for utilization in Region is present, DT or E-Mail 
other Regions and inform them of availability. 

1. Since promotions are tracked by shipment data, no placement data will be 
monitored. The exception to this guideline is coupons — these items will still 
be reported by sales reps and tracked as indicated in Book II - Promotion 
Coordinator. 


II. Monitor SMS function 524 to double check to ensure proper utilization of 
allocated items. This provides allocation versus shipment tracking. (See 
procedures above.) 

III. If problems are noted via SMS 524, determine where error is and handle 
appropriately. 


Coordinating 

POS/PDI 


Maintaining Goals 


I. Division informed to update POS by deadline date. 

II. Sales reps receive update process. Process will allow for reps to enter brand- 
specific needs into handheld computer while they are in the store. Time 
allowed to complete this update will be one to two months. 

III. After deadline date, Winston-Salem will pull report and individually pack 
boxes per exact sales rep requests. Added to total will be an additional 5% 
for shipment to centralized warehouse to cover new stores, errors, etc. 

IV. Promotion coordinator will pull up a report noting sales reps requests. One 
copy will be sent to reps and the master copy retained in operations unit 
complex. 

This task will not occur except regarding coupon items. See Book Ill for more 

information. 


Troubleshooting 
Additional Problem 
Areas 


I. Promotion Coordinator will be responsible for troubleshooting the following 
problem areas. 

• Shipments 

• Damages 

• Shortages 
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• Direct Accounts 

shipments 

• RJR Warehousing 

- shipments 
palletize problems 

- strctchwrap problems 

- packing issues 
quality problems 

- bills of lading 

- shipping information 

- return authorizations 

• Allocations 

• System issues 
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ORDERING COUPONS 


--- • Develop and provide sales reps with coupon requisition forms and coupon 

Summary transfers/retum forms. These items should be utilized consistently by reps, 

• Ensure SIS number is assigned to each sales rep's home address. This will be 
utilized to ship requests to these locations, if necessary. 

—-—- I. Sales representatives send in requests for coupons to Region Operations 

Procedures Unit. These requests may take several forms: 

• Utilize Coupon Requisition form. This should be the most frequently 
used method. Reps must be accountable for proper planning to ensure 
ongoing needs can be reasonably met using this form. 

• Utilize voice mail or telephone opera bons unit directly. This method 
should be utilized when situabons call for quick turnaround time. 

II. Prior to any order placement, you should have a general idea of the current 
size of pertinent aliocabons In SMS. This can be done easily by pulling SMS 
funebon 524 ■ Allocabon by Item Report — once per week. This report 
breaks down allocated items, by category, noting quantities available. This 
step is important since this in/ormabon is used to csbmate whether enough 
coupons exist to sadsfy current and future coupon requests. 
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Ordering Coupons 


Using SMS Function 524 


1. With the SMS Main Menu displayed, enter 524 in the FN field and press 

[ENTER]. 


m*i ENTER to contlnua or anlar a function fron th# list balou 

1 UTIMENV SALES MATS*IAU 

MOO - IMS LIS MAIN MENU 

.... - copyright |C| r j Reynolds tobacco co dm — 


00) - SMS SECURITY LEVEL M I S24 - ALLOC BY BALES LEVEL EM 

022 - SKU USAGE BY ITEM BY MONTH | S)S - ALLOCATIOM TRANSFER AUDIT BET. 

ojo - iw i TAArric phone directory i sji - workman copwuni cations 

n« - TIED RACIORDER* POE IOCAT10N | SSS - WORK ELMS 

12) - f* COUPON RECEIPTS | ))» - DIVISION MARKETING 1NOICATOES 

124 - rs COUPON RECTIFY CORRECTION | S40 - PROMOTIONAL NIP BUDGET REPORTS 

210 - ITEM HASTE* DISPLAY P/S I S70 - WORKMAN CCTWNICATIOHS REPORT 

40) - ENTER ORDERS I S72 - PULL-PRICED NORIP LAN BUDGET 

404 » ORDER INQUIRY | SOI - M3RIPIAN BOOR REPRINT 

405 - LIST OF MATERIALS | S»» - WORKMAN BUDGET USAGE REPORT 

404 - pUm taat thia raw ordar inq I »0J • PRINT REPORT STATUS SCREEN 
417 - SPECIAL HANDLING I SO) - DISPLAY USER MESSAGES 

SO) - SMS ALLOCATION MAINTENANCE I Si) - TRANSFER TO IIS MENU 

SOI - IMS ALLOCATION SEARCH BY ITEM I SIS * EXIT SYSTEM 

SOS - INS ALLOCATION TRANTERS I 

S2) - ALLOC BY ITEM REPORT I 

mi s)i 

entar-PPI-—PPI—PfJ—PP4—pf»—pfd—Pr7—ppi—prs— ppio— pril— prlt— 

MENU 
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2. The following screen will be displayed. Verify the sales level, mark an 
"X" beside your selection criteria and verify the print destination. Press 
[ENTER], 
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3. The screen will display a message indicating that the report was 

successfully submitted. Press [ENTER] to return to the SMS Main Menu. 
Below is a sample of this report. 


cjimx 

ALLOCATION BY 4ALEI LEVEL REPORT 





SVM4ARY REPORT! 

432) DULUTH DDTRtCT 




MAJOR CATEOOAYt COUTOH! 





ITEM 

DESCRIPTION 

ALLOCATED 

HIED 

REMAINING 

ALLOC 

ABOVE 

mill 

MAC/STER 330 12 OOC 3240 




YES 


MAC/ITEft 12 .3S/PK VT» 

40 

40 

24 


mm 

rag/iter i2 .3S/pk ore 

2 

2 

0 


12)411 

HAC/STH 12 300 VpR 

ID 

10 

0 


12)411 

KAC/1TER 12 390 CTN VP) 

10] 

10) 

0 


1)411) 

CAMEL 04 02 200/CTN >2034 

20 

20 

0 


2)4)«l 

PORAL 400/CARTON VP) 

10 

10 

0 


2)410 

■IN SB FREE PR BOOK 

20 

20 

0 


34)4)1 

VAN 4 OT* 40CC T*2300l 

m 

12) 

0 


24)411 

■IN 4g 1.9/2 P)S 22)14 

311 

3)1 

0 


414)0 

DORAL 41 PACK VPR 

3)1 

3)1 

41 


4)4)14 

DORAL 700 CTN VPR 

)0 

SO 

23 


14)110 

HAC/)«R 400 CTN VPR 

110 

110 

13 


90)11 

CAMEL CM 130 OCC 297)4 

40 

40 

0 


10112 

SALEM 10)] 100 2/CTN-300 

41 

41 

0 


94)112 

SALEM 1013 300/CTN 

23 

2) 

0 


90)13 

■IN 1Q13 1.3/3 PR) 3002? 

IS 

13 

0 


90)14 

■IN .40 VPR 4 0 

2? 

2? 

22 


90)13 

■IN PET 3 OCC 23340 

4 

4 

0 



if no allocation exists for a desired coupon, the PRC has three alterna¬ 
tives: 

• Request from Sales Area 

• Request from other Divisions/Regions 

• Manufacture coupons via Coupon Printer @ office, (see pages 1-10). 
III. Process the coupon requisitions one by one. 
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Ordering Coupons 
Via SMS Function 
402 


1. Log on to SMS and Invoke function 402, Order Entry. The following screen is 
displayed: 



2. Enter the appropriate information and press [ENTER]. For demonstration 
purposes we have entered a Division of 2126. Each order for coupons should 
be sent directly to the requester's home address or outside storage. 

♦ Note. Coupon Storage at the Division and Operations Unit office should 
be eliminated oral least minimized. 


3. The order entry ship-to screen will be displayed: 
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NW.\y .v • ' s.v 



MstftiHG orricti am 


■ KIP TOi Account NUMBERi 

DIVISION orriCBi III* 
TEAM TOM i 


SHIP TO ADDAESJi T. 3. AAHSTAOWC, JR 

1)00 NORTH POINT BLVD 
SUITE B 

NINITOH-SAUH NC JT10S 


ENTtA - CONTINUE KITH ORDER 

PP1 - RETURN TO PAXVIOUa SCREEN 

pril - HAIN MENU 


4. Verify that this information is correct. 

5. Press [ENTER] to continue. The order type selection screen will be displayed: 
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Mlaet on* typ* of ordtr antryi 


OPTIONAL FUTURE DELIVERY • «ER Of I 


His- 


m 

m a m" i 2 as a Sas Baa s sBaHsa »««*» 


6. Select the type of order you wish to create: 

• CATEGORY ORDER - Use this option when you wish to select the items 
to be ordered by category (such as Permanent POS, Premium, etc.). 

• FORM/ITEMS ORDER - Use this option when the commodity numbers 
of items are known. 

• MODULAR BOOK ORDER ■ Currently unavailable (future 
enhancement) 

• PROMOTION ORDER - Use this option to order items for a promotion. 

• COPY EXISTING ORDER - Use this option when the order you are 
creating is similar to an existing order, as some data entry can be 
omitted. 

7. If you wish to enter an order for future delivery (instead of immediate 
delivery), enter the desired delivery date in the WEEK OF field. The date 
specified cannot be more than 210 days into the future, and must be entered 
in YYMMDD format. 


) R.J Reynolds Tobacco Company 1993 


Book II: promotion coordinator 


f.edu/docs/vhkvOOOO 


51846 6883 






Issued: 8/93 


_ ORDERING COUPONS 

8. Press (ENTER] to continue. 

9. The next section contains a summary of the process for using any of the 
order types. It is followed by detailed instructions for each order type. 


—-"~r-1. At the order type selection screen, select the desired order type. If you wish 

Summary Of Process to request a future delivery date, enter the desired date. The date cannot be 

more than 210 days into the future. It must be entered in YYMMDD format. 

2. Press [ENTER] to continue. 

• If you haoe requested a Category order: 

- The system will prompt you to select a major category. For each 
major category selected, you must select at least one intermediate 
and minor category. Up to 4 major categories can be selected; up to 6 
intermediate categories can be selected for each major category; up 
to 20 minor categories can be selected for each intermediate category. 

- When category selections are complete, the system lists the 
associated items. Enter the desired quantity of each item and press 
[PF4], 

• If you have requested e Form/ltems order: 

- The system will prompt you to enter each item and the desired quan¬ 
tity. Enter the desired ilems/quantities and press [PF4], 

• If you hove requested a Promotion order: 

- To view a specific type of promotion, position the cursor in the 
TYPE column and press ]PF1] (HELP). Select the type of promotion 
you wish to view. (This step is optional.) 

- Select the promotion for which you wish to order items 

- The system will then list the items associated with the promotion. 
Enter quantities for the desired items and press [PF4], 

• If you arc copying an existing order: 

- The system will prompt you to enter the existing order number you 
wish to copy items and quantities from. 

- The system will then list the items/quantities associated with the 
specified order. (This screen is similar to Form/Items Order.) 

Enter/modify items/quantities for the new order you are creating 
and press [PF4], 
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3. The Order Review screen is displayed. You can modify the quantities on this 
screen but cannot add items. Press [PF4] to continue. 

4. If all items requested are in inventory, the Order Completion screen is dis¬ 
played. If all items are not in inventory the Inventory Exceptions screen is 
displayed. 

5. From either screen you can request special handling. 

6. When you are ready to process the order, press the appropriate PF key (|PF4J 
from the Order Completion screen; [PF4] or [PF5J from the Inventory 
Exceptions screen). 
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Category Order 


Use this option when you want to select the Items to be ordered by category, 
such as permanent POS items, premiums, coupons, etc. 

1. When Category Order is selected, the Major Categories screen is displayed: 



2. Enter X beside the categories you wish to select from. Up to 4 categories can 
be selected at one time. 

3. Press [ENTER] to continue. 
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4, The Intermediate Categories screen is displayed for the first major category 
selected: 



5. Enter X beside the categories you wish to select from. Up to 6 categories can 
be selected at one time. 

6. Press [ENTER] to continue. If multiple major categories were selected, inter¬ 
mediate categories for the next major category will be displayed. This 
process will continue until intermediate categories have been selected for 
each major category. 
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7. When intermediate categories have been selected for each major category, 
the Minor Categories screen is displayed. This screen lists minor categories 
for the first major/intermediate category combination: 



8. Enter X beside the categories you wish to select from. Up to 20 categories can 
be selected at one time. 

9. Press [ENTER] to continue. If multiple intermediate categories were selected 
or multiple major categories were selected, minor categories for the next 
intermediate category will be displayed. This process will continue until 
minor categories have been selected for each major/inlcrmediate category 
combination. 


6-12 ■ book ii: Promotion Coordina tor 


© R.J. Reynolds Tobacco Company 1993 


51846 6888 






Issued: 8/93 


ORDERING COUPONS 


6 


10. When minor categories have been selected for all major/intermediate 
categories, the system will list the items associated with the category 
combinations requested. This list wil) begin with the first major/ 
intermedlate/minor category specified: 



11. For each item, this screen indicates the maximum order quantity, current 
allocation quantity, and remaining allocation quantity Of any). 

12. Specify the quantity of each item you wish to order in the QTY field. If you 
do not want an item, leave the quantity field blank. If multiple pages of items 
exist, press (ENTER) to scroll forward. 

13. If you have specified more than 1 major, intermediate or minor category, 
there will be a screen like this for each combination. Press (ENTER) to view 
additional screens of information and enter quantities. 

14. When you have entered quantities for the desired items, press [PF4] to 
continue with the order. 
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15. The system now displays thcorder for you to review: 



16. This Is the SMS Order Review screen. It displays the required SKU quantity 
of each item requested and units per SKU. it also indicates the maximum 
order quantity, current allocation quantity, and remaining allocation 
quantity (if any). 

17. As with the previous screen, you can modify the quantities indicated. 

18. When you arc ready to continue with the ordering process, press |PF4) to 
continue with the order entry process. 
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19. The system now checks the inventory to determine if all of the items needed 
are available. If any of the requested items are not currently in inventory, a 
screen will be displayed which lists the items/quantities that will be placed 
on backorder. This screen allows you to: 

• Continue with this order and put the missing items on back order 

• Continue with this order and cancel items on back order 

• Suspend the order, reserving inventory for the available items 

• Cancel the order 

(This screen is shown in the discussion on entering a promotion order.) 

20. If all items are in inventory, the system will display the Order Completion 
screen: 



21. This screen provides you with your order number and cost. 

WARNING: This is the point of no return! If you go forward from here, an 
order will be genera ted. 
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22. From this screen you can: 

• Press [PF4] to continue with the order entry process. This should only be 
used if you are sure you want to generate the order! 

• Press [PF6] to request special handling. 

• Press [PF111 to restart this order (return to order type selection screen). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

• Press [PF12] to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

23. If you need to request special handling press [PF6], The system will display a 

list of options for you to select from: 



24. Enter X beside each option needed. Up to 10 options can be selected. When 
you arc ready to continue press [PF4]. The system will return to the Order 
Completion screen and display the handling costs. 
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25. If you wish to generate the order press (PF4). Otherwise, use one of the other 
options. 

26. When (PF4) is pressed, the following pop-up window will be displayed: 



27. Enter any special instructions or sales rep information in the space provided. 
This entry is optional. (This information was previously entered on the 
Address Screen, but was moved due to processing procedures.) 

28. When you are ready to continue, press (ENTER). The order is generated and 
the following screen is displayed: 
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29. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

30. From here you can: 

• Press [ENTER] to process another order with a different ship-to address 

• Press [PF2] to process another order with the same ship-to address 

• Press [PF12] to return to the SMS Order Entry Menu 
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Form/Items Order 


Use this option when you want know the item numbers of the items you wish to 
order. It allows you to enter the Item numbers/quantities directly. 


1. When Form/Items Order is selected, the following screen is displayed: 



2. Enter the item number and quantity of each item you wish to order. Up to 60 
different items can be specified. 

3. Press [PF4] to continue. The Order Review screen will be displayed. 

On this screen you can modify the SKU quantity. When you are ready to 
continue, press [PF4], 
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4. The system now checks the inventory to determine if all of the items needed 
arc available. 

• If any of the requested items are not currently in inventory, a screen will be 
displayed which lists the items/quantities that will be placed on back¬ 
order. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

• If all items are in inventory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

5. If you have reached the Order Completion screen, the same options arc 
available as for the Category order type: 

• Press [PF4J to process this order. This should only be used if you are 
sure you want to generate the order! 

• Press |PF6) to request special handling. 

• Press [PF11] to restart this order (return to order type selection screen). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

• Press [PF12] to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

6. When you are ready to generate the order, press [PF4]. The order is 
generated and the following screen is displayed: 
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7. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

8. From here you can: 

• Press IENTER] to process another order with a different ship-lo address 

• Press (PF2j to process another order with the same ship-to address 

• Press [PF12J to return to the SMS Order Entry Menu 
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Promotion Order 


Use this option when you wish to order items for a particular promotion. 


1. When Promotion Order is selected, the Promotion Selection screen is 
displayed: 


Starting Inning 
Hat* Data Program Till* 



rrj - previous screen pr7 - top or data rn» - main menu 



camel »>er meet shout* 

CAM CM 04 12 ON-CTN CPN 

CAM CM 04 MCr TACKLE T/SH 

CAM CM 04 BICr HUNT'S CAP 

VANTAGE 83CE 1*») PLANNER - 4TK QUARTER 

VANTAGE BICr CIGARETTE CASE* 4TH OUARTER 

VANTAGE Bier CLASSIC ITTLED INK PEN 

VANTAGE BJOr "PACK HATE* LIGHTER-4TH QTR 

NINITON-IJ.OO/CARTON VPR 4TH OTR 

M0RE4TH OTR. S.J6/PK OPTION VPR 

VANTAGE 4TH OTR I.SO/VTR (OTT/SAIAS) 

HCSA-MCP GENERIC STATE PAtR 

NASA BJGr HUNTER'S ORANGE CAP 

N|NITOM-MN1A CARTON BVYDONN 

SASA BICGr LS ATLANTA T-SHIRT <NOOTERS) 


2. To view additional pages of promotions, press [ENTER]. To return to the top 
of the list, press [PF7J. 

3. If you wish to narrow down this list to one particular type of promotion, 
position the cursor in the TYPE column and press [PF1) (HELP). A pop-up 
window will display the following options: 

• C Coupon Promotions 

• P BxCxF Promotions 

• R Premium Promotions 

• V VPR Promotions 

• " (blank) Ail Promotion Types 

Enter the desired promotion type an press [ENTER). The system will display 
only promotions for the type specified. 

<■ Note: This step is optional. 
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4. Select the promotion you wish to order items for and press [ENTER], Only 1 
promotion can be selected. 

5. The Form/Items Order screen will be displayed, listing each of the items 
needed for the promotion'. 



6. Enter the quantity of each item you wish to order in the QTY field. If you do 
not wish to order any item, leave the ITEM and QTY fields blank. 

You may also add other items/quantities on this screen. Up to 60 items can 
be specified on this screen. 

7. When you are ready to continue with the order press [PF4J. The Order 
Review screen will be displayed. 

On this screen you can modify the SKU quantity. When you arc ready to 
continue, press [PF4], 
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8. The system now checks the inventory to determine if all of the items needed 
are available. 

If all items arc in inuenlory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. If you 
continue with the order process from this screen, the order will be generated. 

9. If any of the requested items are nol currently in inventory, a screen will be 
displayed which lists the items/quantities that will be placed on backorder. 



10. For each item needed, this screen indicates the quantity requested, available, 

and on backorder. From this screen you can: 

• Press [PF4] to ship the available items and put the missing items on back 
order. This will process the orderl 

• Press [PF5] to ship the available items and cancel the items on back 
order. This will process the orderl 

• Press [PF6J to request special handling. 

• Press [PF9] to suspend the order. (This will reserve inventory for your 
order but will not process the order.) When [PF9] is pressed, you will be 
prompted to enter special Sales Rep instructions (optional). 
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• Press (PF10J to hold the entire order until backorders are filled. When 
[PF10] is pressed, you will be prompted to enter special Sales Rep 
instructions (optional). 

• Press [PF11] cancel the entire order. 

11. If you need to request special handling, press [PF6]. 

12. To continue with the order entry process, press [PF4J or [PF5J. The system 
will prompt you to enter any special Sales Rep instructions. When you are 
ready to continue, press [ENTER]. Your order will be generated and the 
following message is displayed: 

YOUR ORDER ##*>-#### HAS BEEN SUCCESSFULLY PROCESSED. 

At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

13. From here you can: 

• Press [ENTER] to process another order with a different ship-to address 

• Press [PF2] to process another order with the same ship-to address 

• Press [PF12] to return to the SMS Order Entry Menu 
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Copy Existing Order 


Use this option when you wish to copy the items/quantities on an existing order 
to a new order. This is a fast way to create an order when the items/quantities 
for the two orders arc similar. 


1. When this option i s selected the system will prompt you to enter the number 
of the order you wish to copy. The order specified must be a valid SMS order 
number. 


2. When [ENTER] is pressed the Form/ltems Order screen is displayed. This 
screen lists the items/quantities of the "copy from" order. 

3. Modify the items/quantities, as desired. You may also add new items. 

4. The remainder of this process is the same as for promotion orders. Refer to 
steps 7-13 in the previous section for additional information. 

• Requesting coupons from the Sales Area — utilize Sales Area guidelines 
to phone, fax or DT needs to appropriate personnel. 

• Requesting coupon from other Divisions, This option should be utilized 
when rapid turnaround time of Sales Rep coupon requests is not neces¬ 
sary. The most efficient method of requesting coupons is to determine 
which operating units have allocations of the coupon needed. To do so, 
utilize function 508. 
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Function 508 


1. With the SMS Main Menu displayed, enter 508 in the FN field and press 
(ENTER]. 
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2. The following screen will be displayed. Enter the coupon commodity 
number and the starting operating unit. 



The results will indicate current usage and balances for Divisions, Regions 
and Sales Areas requested. Once specific operating units that appear to have 
ample allocations are identified, requests should be communicated via 
phone, fax, DT. 

_ ~ IV. if allocations cannot be obtained or quick turnaround time is necessary to 

rrlnting coupons supply coupons to the rep, coupon printers are available in Operations unit 

which should be utilized to produce appropriately valued coupons in 
desired amounts. This coupon printer should be utilized only when 
allocations cannot be obtained elsewhere quickly enough. Once coupons 
are printed, steps should be taken to ensure requesting party has coupons in 
hand within 1-3 days. 
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Summary 


Function 125 


I. The requesting party will receive shipping ticket notifying them of estimated 
arrival date, types and quantities. Upon receipt of this ticket, the sales rep 
should go to the ship-to si te and physically verify quantities and types 
actually received. Discrepancies between shipping ticket amounts and actual 
amounts received should be noted accordingly on the shipping ticket. The 
ticket is then mailed back to the Operations Unit within 21 hours of receipt 

II. Upon receipt by the Operations Unit of their copy of the shipping ticket, the 
Promotion Coordinator will access SMS function 125 to confirm that coupons 
were received. This is done by matching the order number of the shipment in 
question with the appropriate order number found on the computer screen. 
Input, by item, the actual quantity received as indicated on the shipping 
ticket (by SKUs). This number reduces the outstanding balance of the item by 
the amount input (i.e., if the quantities match, the item is officially "received" 
and removed from the list). 

III. The Promotion Coordinator will match the original order documentation 
with the returned shipping verification. This review will entail searching for 
discrepancies between the two documents. Any differences can be adjusted 
with Miscellaneous Adjustments in CMS. 


1. With the SMS Main Menu displayed, enter 125 in the FN field and press 
[ENTER], 



2. The following screen will be displayed. If coupons have been ordered, 
then the number, description and amount shipped will be displayed. 
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3. To receive coupons, fTAB] lo the RECEIVED field and enter the number 
of coupons received and press [PF2J lo update the screen. 

4. The amount in the BALANCE field will be decreased by the amount 
entered in the RECEIVED field. If you receive the exact amount as 
shown shipped, then the item will be removed from the screen. 

IV. On receipt, coupons must then be issued to appropriate Sales Reps. The Pro¬ 
motion Coordinator will access CMS in the Management Summaries option 
of the SIS main screen. AH verified amounts arc “issued” to the appropriate 
sales rep via this system. Once entered, CMS will automatically update the 
sales reps' on hand inventory based on this new data. A new enhancement to 
this screen now allows the operator to update the appropriate coupon goal in 
SIS by placing an "X" beside the pertinent item and sales rep. 
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Managing Backroom inventories 



;-—-- 1. With the SIS Main Menu displayed, place an "X" beside "Management 

Issuing Coupons and Summaries" and press (ENTER). 

Updating Goals 
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managing Backroom inventories 


2. Place an "X" beside “Employee Coupon Inventory by Employee" and 
press [ENTER], 
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Managing Backroom Inventories 


4. An instructional screen will be displayed. Press [ENTER] to display the 
following screen. 



5. To update coupon goals, enter the amount to "issue" or "return" and 
place an "X" in the UPDATE GOALS field. Press [PF3J. 
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Managing Backroom inventories 



6. If the update was successful, the message that goals have been updated 
will be displayed in a window. Press [ENTER] to close the window. 



EMPLOYEE COUPON INVENTORY BY EMPLOYEE 

ultra Minneapolis division 

(1101 ANDERSON, TMEOEOAX 

BACRROOM CURRENT 

description_ iwzHTOtr 

SAVING* Cfl 


ISSUES(♦J UPDATE 
*gTWNS<-i GOALS 


SAVING* C 
SAVINGS C 
SAVINGS C 
SAVING* C 
SAVINGS C 
SAV1NCI C 
SAVINGS C' 

SAVINCS CTN *1.50 
SAVING* CTN 11.10 
SAVINGS CTN It.00 
SAVINGS PR S.11 

NEXT EMPLOYEE 
rr I . QUIT TO EMPLOYEE SELECTION 
PPS - UPDATE 

rn - MISC INVENTORY ADJUSTMENT 

rr» - oo to coupon coot 


•• Coupon* 5ucc»*afully l*»u*d/R*turn*d •• 
and Goals have b**n Updatad whara ftaquastad 


—Press <ENTER> — 


«HOAl» 

m • TAANSrER TO another DIVISION 
PM - TRANSFER TO ANOTHER EMPLOYEE 
prt - ISSUES/RETURNS 
PPI0- PACE BACHNAADJ 



• If the coupon is not linked to any handheld code, the window will 
display the message indicating that the goals cannot automatically be 
updated. Press [ENTER] to exit this window and to issue/retum 
coupons. 

Division does not have an allocation for a specific brand/denomination, 
then that handheld code will not be setup ('linked" for your Division) 
and you will not be able to update Activity Goals for that 
brand /deno mi na tion. 
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Managing Backroom inventories 


7. If you try to update goals which have many handheld codes associated 
with them (i.e., all the different brands in the savings or full-price 
categories), then this window will display the handheld codes associated 
with this coupon. 



8. Divide the goals appropriately between handheld codes by keying in the 
amount Please note the "begin" and "end" dates displayed when there 
arc two identical descriptions. New handheld descriptions are often 
established with new quarters. 

9. Press [ENTER] to complete the process. 


V. In cases where transfers between reps occur, a transfer form should be 
developed for sales reps to submit to the Promotion Coordinator. Anytime a 
transfer among personnel occurs, this form must be completed and sent to 
the Operations Units. Once received, this transfer should be noted by making 
the positive and negative entries under the appropriate reps' names in the 
CMS system. 
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COUPON TRANSFERS/RETURNS FORM 


COUPON TRAJttFtR* (FROM OflEPRElEMTATWE TO AMOTYER) 



COUPON RETURN* TO WINSTON4AI 
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MANAGING BACKROOM INVENTORIES 


Transferring 
Coupons to Another 
Employee 


1. With the Employee Coupon Inventory by Employee screen displayed, press 
[PF4] to obtain die TRANSFER COUPONS column. 
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MANAGING BACKROOM INVENTORIES 


2. The system will prompt you for the employee number of the employee 
you wish to transfer coupons to. Enter the number of coupons to be 
transferred by coupon. You do not have to enter a minus (•) sign. 

3. When you have finished your entries, press [PF3] to update. A message 
will be displayed indicating that the record was updated. The 
employee's current balance will be decreased and the recipient 
employee's balance will automatically be increased. 



© R.J. Reynolds Tobacco Company 1993 


Book II: Promotion Coordinator ■ 7-n 




_ 


JU/U 


JUUU 


51846 6916 





Issue d: 6/93 



Managing Backroom Inventories 


■ Book II: Promotion Coordinator 


O R.J. Reynolds Tobacco Company 1993 


i/vhkv0000 


51846 6917 








CHAPTER 8 

Other CMS Procedures 


51846 5918 


Source: https://www.industrydocuments.ucsf.edu/docs/yhkyOOOO 




Issued: 8/93 


Other CMS Procedures 


Reconciling Coupon 
Inventories 


I. On a monthly basis, retrieve Coupon Management Detail report from the 
Print Report menu of SIS. Refer to chapter 4 of this Book for instructions. 

II. Compare the systems balance of the backroom inventory to what is actually 
in the backroom. Remember, no coupons are ordered to the backroom. 
However, from time to time, coupons may be returned or ordered in extreme 
cases, etc. This must be that starting point for any auditing procedure. 

III. Research any discrepancies such as: 

• returns to Winston-Salem reported via system 

• issuances not recorded in system 

• data error entry 

IV. Retrieve the coupon type and order number from the shipping tickets on file. 

V. Match the shipping tickets received during the month with entries in the 
Detail Report by order number, coupon type and employee. This matching 
process should uncover gaps, additions, etc. in CMS, if any exist. 

VI. Once reconciliation is complete, dispose of shipping ticket, order review 
screen printout and verification. 
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Other CMS Procedures 


Returning Active 
Coupons to W-S 


Returning Obsolete 
Coupons to W-S 


I. When returning unused/excess inventories of active coupons, the following 

procedures will be used; 

• Only full rolls of active (unexpired) coupons may be relumed. 

• Sales reps will count the number of rolls/SKUs by Item number and fill 
out the "coupon returns" portion of the Coupon Requisition form. 

• With this information at hand, the sales reps will then call Promotion 
Coordinator, provide information and Coordinator will provide to the 
sales rep a return authorization (RA) number. This RA number must be 
included with returned coupon shipment. 

• If necessary to expedite this process, the Coordinator will obtain a bulk 
list of RA numbers to utilize for reps. Contact Bonnie Chappell at (919) 
767-9230. 

• Sales reps must place RA number on form and on the shipping address 
label. A copy of this form should be included with the coupons and a 
copy sent to the Promotion Coordinator for ad justment in the CMS 
system. 

• The shipment should be sent "freight collect" to the following address: 

R.J. Reynolds Tobacco Company 
c/o Lentz Warehousing and Distribution 
5900 Grassy Creek Bivd 
Winston-Salem, NC 27105 

• Coordinator utilizes form to update CMS appropriately. 

II. When returning unused obsolete coupons (expired dates, etc.) utilize the 

following procedure: 

• Partial coupon rolls may be relumed. An RA is not needed to return 
expired coupons. 

• Again, sales reps will count the number of rolls/SKUs by item number 
and fill out the "coupon returns" portion of the Coupon Requisition 
form. It is not necessary to include an RA number to return obsolete 
coupons. 

• Include a copy of the coupon return form in the shipment and send a 
copy to the Promotion Coordinator for adjustment in the CMS system. 

• Send shipment "freight collect" to the following address: 

R.J. Reynolds Tobacco Company 
c/o Lentz Warehousing and Distribution 
5900 Grassy Creek Blvd 
Winston-Salem, NC 27105 
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Returning Coupons 
Via CMS 


Attn: Kade Young - For Counting and Disposal 
• Coordinator updates return via the CMS system 

III. Coupons which have been removed from product at retail should be 
destroyed by sales rep and reported appropriately via handheld computer 
by sales reps. Ensure that this is accomplished on a consistent basis. 

Whether returning achve or obsolete coupons, the SC must update CMS 
upon notification, To do so: 

1. With the SIS Main Menu displayed, place an "X" beside "Management 
Summaries'' and press [ENTER], The following screen will be displayed. 
Place an "X" beside BACKROOM COUPON INVENTORY and press 
IENTER], 
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Other CMS Procedures 


2. An Instructional screen will be displayed. Press [ENTER] to display the 
following screen. 
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3. Press [PF5], The column will change to RETURN TO WINS-SALEM. 
Enter the number of coupons to transfer for each coupon code and press 
(PF3] to update the system with your changes. 
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CMS Reports 


There are three reports available from the SIS Menu. These reports provide the 
ability to view details, to summarize data and to reconcile inventory. The reports 
can be customized by entering parameters on the report request screen. As with 
the activity summary. Sales Areas and Regions can get information on their Divi¬ 
sions by entering the appropriate number of "x's" in the sales level designation. 
For example, the designation to list all SASA Divisions would be "2XXX" and the 
designation to list all Division in the Winston-Salem Region would be "21XX." 
Each Division will be listed separately. 


Report Description 
and Request 
Parameters 


. COUPON MANAGEMENT ACTIVITY DETAILS which is used to view 
details by cither (1) backroom or (2) employee for a range of dates specified 
in MM/DD/YY format. If you want the employee detail for one particular 
employee only, enter the employee's number in the requested field. If you 
want to report on all employees, leave this field blank. If you want to print 
all coupon balances even if there is no activity (issuances, placements, etc.) 
for the coupon during the date range, enter YES in the INCLUDE 
BALANCES field. Specify the desired number of copies. This report can be 
used to assist with physical inventory reconciliations because it details all 
transactions since the last inventory (specific dates can be specified). 

• COUPON MANAGEMENT INVENTORY REPORT shows the current 
balance of backroom or employee coupon inventory. No activity is shown on 
this report. This report can be printed at anytime to show an employee what 
their current inventory balance is. 

• INTER-DIVISION TRANSFER REPORT shows all "incoming" transfers 
awaiting receipt and transfers accepted into your Division inventory. It will 
not list the transfers you have made to another Division. The transfers made 
to another Division can be obtained on the Activity Detail Report. 


Requesting 
Summary and Detail 
Reports 


• COUPON PLACEMENT AND INVENTORY RECONCILIATION shows the 
total number of coupons (by type) that were placed before the "inventory 
date" but not communicated until after the "inventory date". These 
placements were not reflected in CMS at the time of the inventory. Any 
"adjustments" to the balances in CMS from the physical inventory were 
misstated by these amounts. Therefore, you will need to "adjust" each 
employee's coupon inventory by the amount listed on the report. 

1. With the SIS Menu displayed, place an "X" beside Print Report and press 
[ENTER], 


2 . 


With the Print Report Menu displayed, place an "X" one of the following 
options: 


- Coupon Management Detail Report ® 

- Coupon Management Summary Report en 

3. The report request screen will be displayed. This screen will differ, J5 
depending on the report you selected. lt * 
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4. Enter the parameters as described above and press [ENTER) to request the 
report. 
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Requesting 

Reconciliation 

Reports 


1. With the SIS Menu displayed, place an "X" beside Print Report and press 
(ENTER). 

2. With the Print Report Menu displayed, place an "X” beside: 

• Coupon Placement it Inventory Reconciliation 

3. The report request screen will be displayed. 


4. If you want the employee detail for one particular employee only, enter the 
employee's number in the requested field. If you want to report on all 
employees, leave this field blank. 



5. Enter the parameters as described above and press (ENTER) to request the 
report. 
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DETAIL 


Program: SISCTKR2 R.J. REYNOLDS TOBACCO COMPANY 

DlCibll*: PROD SIS COUPON MANAGEMENT 


EMPLOYEE ACTIVITY DETAILS FOR THE PERIOD 
Fobruary 15, 1993 THRU March OB, 1993 

DIVISION; XXXX - DIVISION X 
EMPLOYEE: 12345 WOOD, HOLLY 




BEGINNING 

ISSUE/ 

COUPON 

COUPON DESCRIPTION 

DATE BALANCE 

(RETURN) PLACEMENTS TRANSFI 

000093 

SAVINGS CTN 95.00 

02/15/93 0 

02/15/93 



• TOTAL COUPON 000093 0 0 0 


UNPLACEMENTS: 0 


000012 SAVINGS PK $.20 02/15/93 0 

02/15/93 


* TOTAL COUPON 000012 000 


UNPLACEMENTS: 0 


000013 SAVINCS PK $.25 02/15/93 0 

02/15/93 


* TOTAL COUPON 000093 000 


UNPLACEMENTS; 1 


00001 4 SAVINCS PX $.30 02/15/93 0 


02/15/93 

02/19/93 (3, 526) 

02/22/93 3,000 

02/22/93 (100) 

02/23/93 (110) 

02 / 23/93 ( 60 ) 

02/24/93 (1,B03) 

02/24/93 (500) 

02/24/93 (90) 

03/04/93 (1,204) 

03/04/93 (300) 

03/04/93 (205) 


• TOTAL COUPON 000093 0 3,000 7,096 


UN PLACEMENTS: 0 
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Other CMS Procedures 


SUMMARY 


Program! SISCTLRl R.J. REYNOLDS TOBACCO COMPANY 

Databaae: PROD SIS COUPON MANAGEMENT - BACKROOM COUPON INVENTOR) 


DIVISION: XXXX - DIVISION X 


COUPON 


inventory 

000003 

SAVINGS CTN SI,00 

13500 

00000« 

SAVINGS CTN SI.50 

22500 

000005 

SAVINGS CTN $2,00 

50777 

000006 

SAVINGS CTN $2.50 

25500 

00000 

SAVINCS CTN S3.00 

122752 

oooooe 

SAVINGS CTN $3.50 

36800 

000015 

SAVINGS CTN $4.00 

10500 

000012 

SAVINGS PK $.20 

2965 

000013 

SAVINGS PK $.25 

25500 

000014 

SAVINGS PK $.30 

5000 

000016 

SAVINGS CTN $.35 

62500 

00001? 

SAVINGS CTN 8.40 

3400 0 

000026 

TULL PRICE CTN $3.00 

25000 

000035 

TULL PRICE CTN $4.00 

3456 

000095 

TULL PRICE CTN $5.00 

98765 

000063 

TULL PRICE 2 CTNS S9.00 

1234 

000007 

TULL PRICE 2 CTNS S7.00 

54321 

000005 

TULL PRICE 3 CTNS S11.00 

7654 

000037 

run PRICE PK 5.75 

45323 

000046 

TULL PRICE PK $.30 

6443 

000047 

run PRICE PK $.40 

6876 

000048 

run PRICE PK $.50 

9761 

000049 

run PRICE PK $.55 

91857 

000079 

run PRICE 2 PKS $.75 

11564 

0000)1 

TULL PRICE 2 PKS $1.25 

11736 

000050 

run PRICE 2 PKS $1.00 

121333 

000051 

rULL PRICE 2 PKS $1.50 

9392 

000040 

TULL PRICE 2 PKS $2.00 

62593 

000091 

SALEM $3/7/11 KIT OF 55 

32192 

000064 

WINSTN $3/7/11 KIT Or 55 

12165 

000092 

WINSTON WALMART KlT 

101689 

000061 

MIL PULL PRICE CTN $2.00 

22291 

000062 

MIL FULL PRICE CTN $3.00 

4432 

000079 

MIL TULL PRICE CTN $4.00 

2123 

000084 

MIL run PRICE CTN SI.00 

221 

00006B 

CONS MISSN SAV PK CPN 

835 

0000 B 9 

CONS MISSN FP PK CPN 

5925 

000090 

cons HissN rr ctn cpn 

1875 


END OF REPORT 
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Program: SISCTHR2 R.J. REYNOLDS TOBACCO COMPANY 

Databaia: PROO SIS COUPON PLACEMENTS i INVENTORY RECONCILIATION 


DIVISION: XXXX - DIVISION X 


COUPON 


EMPLOYEE 


PLACEMENTS 


000006 SAVINCS CTN *2.50 X234S N HOOD 7205 

000007 SAVINGS CTN *3.00 12345 H HOOD €731 

000012 SAVINCS PK S.20 12345 H WOOD 500 

000013 SAVINCS PK *.25 23456 F STEIN 500 

000014 SAVINGS PK *.30 12345 H HOOD 6731 

000028 FULL PRICE CTN $3.00 12345 H HOOD 7600 

23456 F STEIN 200 

000050 FULL PRICE 2 PKS *1.00 12345 H HOOD 1200 

23456 F STEIN 7400 

34567 C BARR 700 


Not#: The “Inventory date* 1# the date on which 
th# phyadal lnv«ntory count was don*. 


Th# purpojt of thl# report 1* to show th# coupon# th#t w#re 
placed before the ‘inventory 0*te a but not communicated until 
on or efter that date. Theae placement# were not reflected In 
CMS at th# tlm# of th# phyalca! count. 

Any ad}uatm#nta to 'phyacial* will read to take th# amounta 
ahown abov# Into conaldaratlon. 


END OF REPORT 
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Description 

Coupon 

Code 

SAVINGS CTN $1.00 

000003 

SAVINGS CTN $150 

000004 

SAV1NCS CTN $2.00 

000005 

SAVINGS CTN $230 

000006 

SAVINCS CTN $3.00 

000007 

SAVINCS CTN $350 

000008 

SAVINGS CTN $4.00 

000015 

SAVINGS CTN $450 

000097 

SAVINCS CTN $5.00 

000093 

SAVINCS CTN $5SO 

000103 

SAVINCS CTN $6.00 

000104 

SAVINGS PK $.15 

000011 

SAVINGS PK $.20 

000012 

SAVINGS PK$.2S 

000013 

SAVINCS PK $.30 

000014 

SAVINGS PK $.35 

000016 

SAVINGS PK $ 40 

000017 

SAVINGS PK 5.45 

000096 

SAVINCS PK $.50 

000094 

SAVINGS PK $55 

000105 

SAVINCS PK $ 60 

000106 

FULL PRICE CTN $1.00 

000041 

FULL PRICE CTN $150 

000042 

FULL PRICE CTN $2.00 

000055 

FULL PRICE CTO $250 

000043 

FULL PRICE CTO $3.00 

000028 

FULL PRICE CTN $4.00 

000035 

FULL PRICE CTN $5.00 

000095 

FULL PRICE 2 CTNS $7.00 

000087 

FULL PRICE 2 CTNS $9.00 

000063 

FULL PRICE 3 CTNS $11.00 

000085 

FULL PRICE PK $.30 

000046 

FULL PRICE PK $.40 

000047 

FULL PRICE PK $.50 

000048 

FULL PRICE PK $.55 

000049 

FULL PRICE PK $.75 

000037 

FULL PRICE 2 PKS $.75 

000029 

FULL PRICE 2 PKS $1.00 

000050 

FULL PRICE 2 PKS $1 25 

000031 

FULL PRICE 3 PKS $150 

000051 

FULL PRICE 5 PKS $200 

000040 

SALEM $3/7/11 KIT OF 55 

000091 

WINSTON $3/7/11 KIT OF 55 

000064 

WINSTON WALMAKT KIT 

000092 

MIL FULL PRICE CTN $1.00 

000084 

MIL FULL PRICE CTN $200 

000061 

MIL FULL PRICE CTN $3.00 

000062 

MIL FULL PRICE CTN $4.00 

000079 

CONS MISSN SAV PK CPN 

000088 

CONS M ISSN FPPK CPN 

000089 

CONS MISSN FP CTN CPN 

000090 
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Utilizing the coupon Printer 



Summary 


Hardware 

Components 


The handheld/coupon printer is a technological breakthrough that will give RJR 
Sales Representatives and Part-timers the ability to print savings coupons in each 
account. 

The handheld/coupon printer units contain two separate pieces of hardware that 
communicate with each other to print coupons and report activities. 

POQET COMPUTER 

The Poqet Computer that will be used during the pilot contains a full screen dis¬ 
play, keyboard, connector for communicating with the printer and the modem, 
batteries, on/off switch and memory cards. 

The keys to be used on the hand-held computer for printing coupons and report¬ 
ing activities are described below: 

• ARROW KEYS - located on the bottom right hand side of the keyboard. 
There are fours arrow keys that allow you to move the cursor left, right, up 
and down. 

- LEFT ARROW KEY located directly to the right of the space bar allows 
you to move the cursor to the left. 

- UP ARROW KEY located one key to the right of the left arrow key al¬ 
lows you to move the cursor up. 

- DOWN ARROW KEY located one key to the right of the up arrow key al¬ 
lows you to move the cursor down. 

• RIGHT ARROW KEY located one key to the right of the down arrow key 
allows you to move the cursor to the right. 

• BLUE P (POQET) KEY located directly to the left of the space bar key allows 
additional PC functions to be performed when it is pressed in combination 
with other keys: 

- P (POQET) KEY/PAGE DOWN - Moves to the next page. 

- P (POQET) KEY/PAGE UP - Moves to the previous page 

- P (POQET) KEY/HOME - Moves to the beginning of the list 

- P (POQET) KEY/END • Moves to the end of the list 

• ENTER KEY - accepts the letter or number entered beside each description 
on the screen and moves the cursor to the next description for entry. 

• NUMBER KEYS - located across the top of the keyboard allow you to enter 
numbers beside the descriptions. 

• FUNCTION KEYS - located directly above the number keys are designated 
FI, F2, etc. They perform special computer-related tasks when pressed. 
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UTILIZING THE COUPON PRINTER 


Operating 

Procedures 


Phase 2 Software 
Overview 


♦ IMPORTANT - By pressing the FI function key you can access help 
screens which contain valuable information to help you use the hand¬ 
held/coupon printer. 

• BACKSPACE KEY - Located directly above the ENTER key allows you to 
backspace and erase numbers entered beside a description. 

• ESC KEY - Moves to previous function screen. 

• P (POQET) KEY/F6 - By holding the Poqet key down and then pressing the 
F6 key, the screen contrast can be changed. 

• P (POQET) KEY/F7 - By holding the Poqet key down and then pressing F7 
key, the screen contrast can be changed. 

The keys described above are the only keys that will be used when using the 
Handhcld/Coupon Printer. 

Coupon Printer 

The printer unit contains two round spools, one for coupons and the other for 
VPRs. The unit also contains a battery, printer, and connector for communicating 
with the handheld. 

To prepare the Handheld/Coupon Printer for use, release the handheld tray with 
a firm tug on the top edge and lay the tray down gently. Open the handheld unit 
by pressing the button located in the center of the handheld while lifting up. 

Turn the handheld unit on by pressing the I/O key located on the right hand side 
of the keyboard. Look at the screen on the hend-held computer. 

a. If your screen has an A;\ displayed, type RJRT and press [ENTER]. Continue 
to step B. 

b. If your screen has two boxes displayed with the first box titled RJR Sales In¬ 
formation System, continue to the ACCOUNT SELECTION step. 

c. If options A and B did not apply, please cal) the Fastech Help Desk at 1 -BOO- 
227-4242. 

All activity reporting and requests for coupon printing will be recorded in the 
handheld compute - by account. At the end of each day, the handheld compute 
will be connected to a modem for communicating all of your activity to the Win¬ 
ston-Salem host computer. Detailed instructions follow for using the new ac¬ 
count reporting and communication software. 

The new software also allows you to print coupons when a call is not not being 
made. To do this, select PRINT COUPONS from the main menu and follow the 
instructions in this document. The coupons you print via this method will not be 
recorded. 
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Account Selection 


The first step is to locate the account you are calling on in the handheld comput¬ 
er. At the main menu screen use the up/down arrows to select Account Report¬ 
ing and press (ENTER). 

There are five methods available for locating an account. The selection method 
instructions are detailed for each selection. Use the up/down arrows to choose 
your account selection method and press [ENTER). 

• SELECT BY ROUTE NUMBER - Displays accounts in route number se¬ 
quence. Use the arrow keys to select an account or type a route number to re¬ 
position the cursor to the selected route number. After the correct account is 
highlighted, press (ENTER). 

• SELECT BY ACCOUNT NUMBER - Displays accounts in SIS account num¬ 
ber sequence. Use the arrow keys to select an account or type in the SIS ac¬ 
count number to reposition the cursor to the selected account number and 
press (ENTER). 

• SELECT BY NAME - Displays accounts in alphabetical order by name. Use 
the arrow keys to select an account or type in the name to reposition the cur¬ 
sor to the selected name and press (ENTER). 

• SELECT GENERIC - Allows you to make a call for an account that has not 
been assigned an SIS account number. This is primarily used for new ac¬ 
counts. Type in the name of the account and press (ENTER). 

• SELECT OUT OF TERRITORY - Allows you to make a call on an account 
that is not assigned to your territory, Type in the store name and account 
number and press (ENTER). 

Additional keys are available for scrolling through the account list. They are as 
follows: 

• Up arrow - up one line 

• Down arrow - down one line 

• Blue P (Poqet) key/page down - next page 

• Blue P (Poqet) key/page up - previous page 

• Blue P (Poqet) key/Home- top scroll list 

• Blue P (Poqet) kcy/End - bottom of scroll list 

The Store Activity screen now displayed allows you to verify the account select¬ 
ed by reviewing the information on the top of the screen. If the information is in¬ 
correct, return to the Account Selection screen by pressing (ESC) and resoled an 
account. If the correct account is displayed, use the arrow keys to select START 
CALL and press (ENTER). 

The Call Procedures screen now displayed provides you with 6 account report¬ 
ing sedions. The following details the use of the each sedion. 
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Print Coupons 


Prepare the Coupon Printer for printing by following these steps: 

1. Turn the Coupon Printer on by pressing the 1 side of the switch which is lo¬ 
cated on the top of the printer. The red light on the printer will blink one 

time when the printer has been turned on. 

2. Load the blank roll of coupons into the printer uni t as follows: 

a. Pull the blank spool cover off of the large print spool located on the right 
hand side of the printer unit. 

b. Place the blank coupon roll on the spool. The loose end of the roll should 
feed underneath the spool and towards the left side of the coupon print¬ 
er. 

c. Twist the FEEDER knob (located just below the on/off switch), counter 
clockwise to open the printer mechanism. Twist the knob until it stops. 

d. Load the coupon roll into the printer by holding the loose end of the cou¬ 
pon roll with your left hand while guiding the coupon roll into the print¬ 
er unit with your right hand until the coupons touch the inside edge of 
the printer. Allow one coupon to be visible on the left side of the ma¬ 
chine where the printer coupons are dispersed. 

c. Twist the FEEDER knob (referenced in step c) clockwise to close the 
printer mechanism back to its original position. 

f. Place the black spool cover back on the large print spool located on the 
right hand side of the printer unit. 

g. Press the form feed button which is the black button beside the red light 
located on top of the printer. This will advance the coupon roll one form 
and align the coupon with the printer. 

h. You are now ready to print coupons!! 

Use the arrow keys to select PRINT COUPONS and press [ENTER], The comput¬ 
er will generate a list of the authorized Dora), Magna and Sterling coupon values. 
You may scroll through other coupon denominations by using the keys 
described above. Select the type of coupon you want to print and type in the 
number needed. Multiple coupons denominations may be printed during one 
request. 

When all quantities have been entered for all coupon values, press [FI 0] to print. 
The computer will prompt you for your security code. Type 7121 and press 
[ENTER). 

After a short pause, a new window named PRINT PROGRESS will appear with 
a message that gives you the coupon description and number left to print inside 
the window. The coupon printer should begin printing coupons and a counter of 


9-4 ■ Book II: Promotion Coordinator 


© R.J. Reynolds Tobacco Company 1993 


SoLiixiaJlLlDSi/mwmndu^lD/d^uments.ucsf.edu/docs/vhkvOOOO 


51846 6935 






Issued: 8/93 


Utilizing the Coupon printer 


9 


Report Displays 


Report Coupons/ 
Premiums 


the coupons left to print will be displayed. All denominations requested will be 
printed with a VOID coupon separating the coupon denominations. 

When the printer is printing, you may interrupt the printing by pressing any key 
on the handheld computer. In this event, the message ABORT PRINT V/N? will 
appear. To resume printing, press the N key followed by the [ENTER] key. To 
terminate printing, press Y followed by [ENTER], 

If the printer runs out of coupons during printing, please follow the RELOAD¬ 
ING instructions described later in this document. 

When all coupons have been printed, the PRINT PROCESS window leaves and 
you are ready to make your next coupon printing request by repeating all of the 
instructions listed above. 

All coupons printed are automatically recorded for placement Into the 
handheld computer. Placement adjustments may be made by following the RE¬ 
PORT COUPONS/PREMIUMS instructions described later in this document. 

Press [ESC] to return to the Call Procedures screen. 

♦ IMPORTANT: When all coupons have finished printing him the COUPON 
PRINTER OFF by pressing the 0 side of the switch which is located on top of 
the printer. 

Use the arrow keys to select REPORT DISPLAYS and press [ENTER]. The com¬ 
puter will generate a list of all authorized DISPLAYS and VPRs. You may scroll 
through other display denominations by using the keys described above. 

Select the displays and VPRs that you want to report and type in the amount 
placed and press [ENTER]. A box will appear on the screen for selecting the type 
of payment. Select the payment type with the arrow keys and press [ENTER], 

You may also type an "R“ for a refused display in the amount placed column. A 
box will appear on the screen for selecting the type of refusal. Select the refusal 
type with arrow keys and press [ENTER). 

♦ Note Headquarter Payment and Draft Amounts are calculated and displayed 
across the bottom of the screen. When displays have been recorded wilh 
draft payments, you must review the Payment Verification/Dra/t Number 
section described later in this document before ending this call. 

Press JESC] to return to the Call Procedures screen. 

Use the arrow keys to select REPORT COUPONS/PREMIUMS and press 
[ENTER]. The computer will generate a list of all authorized COUPONS and 
PREMIUMS. You may scroll through other coupon/premium denominations by 
using the keys described above. 
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Report POS 


Payment 

Verification/Draft 

Procedures 


End Call 


Communication 


Modem Hookup 


Select the premium/coupon that you want to report and type in the number 
placed. Notice that any coupons already printed have the number printed in the 
placed column. Any placement adjustments should be made by retyping the 
number actually placed, 

Press [ESC] to return to the Call Procedures screen. 

Use the arrow keys to select REPORT POS and press [ENTER]. Use the arrow 
keys to scroll the different types of POS and type the number placed. 

Press [ESC] to return to the Cali Procedures screen. 

Use the arrow keys to select PAY VERIFICATION/DRAFT PROCEDURES and 
press [ENTER], All the DISPLAYS and VPRS that you previously recorded will 
appear on this screen. Verify that the information is correct. You may return to 
the REPORT DISPLAYS selection for correcting any errors. If a draft needs to be 
written, a cursor will appear in the lower right hand comer. Type in a valid draft 
number and press [ENTER]. 

Press [ESC] to return to the Call Procedures screen. 

Use the arrow keys to select END CALL and press [ENTER], If a draft needs to be 
written and you have not recorded the proper information, a message will ap¬ 
pear prompting you to go to the PAYMENT VERIFICATION/DRAFT PROCE¬ 
DURES screen. If the draft information has been recorded properly, the END 
CALL will return to the ACCOUNT ACTIVITY Screen. Select START CALL to re¬ 
enter the current account selected or RETURN TO ACCOUNT SELECTION for 
selecting a new account for activity. 

Communication allows the information in your handheld unit to be transferred 
via the telephone lines to the Winston-Salem host computer for management re¬ 
porting. The following instructions detail the steps for communicating your 
hand-held information successfully. 

Release the handheld unit from the coupon printer by applying slight upward 
pressure on the back edge of the handheld unit. The unit should disconnect from 
the handheld tray. The handheld unit must be disconnected from the handheld 
tray before communicating. 

Prepare the Modem for use by following these steps: 

1. Connect the black power cord into the back middle section of the modem 
and then plug the large end into an electrical outlet. 

2. Plug the telephone cord received with the modem into the right most phone 
connection of the modem. The correct phone connection is marked TO JACK 
on the area just above the connection. Plug the other end of the telephone 
cord into a telephone outlet. 
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Dally 

Communication 


3. OPTIONAL: The other telephone line connection in the modem may be used 
with your telephone. When the modem is not in use, any incoming calls will 
pass through the modem and calls can be received normally. 

4. Plug the male end of the ribbon cable into the left rear side of the modem 
and plug the remaining end into the Poqet computer connection located on 
the rear side of the Poqet computer adapter. Be sure that the 2 buttons on the 
front of the modem are out. If needed, press the buttons to change their posi¬ 
tion. 

5. The Poquet computer and modem are now prepared for communication. 

WARNING: DUE TO HEAT GENERATED BY THE MODEM, DO NOT SET 
THE COMPUTER ON TOP OF THE MODEM DURING COMMUNICATIONS 
AND UNPLUG THE MODEM WHEN COMMUNICATIONS ARE COM¬ 
PLETE. 

1. Follow the steps listed above for connecting the Poqet Computer and 
modem. 

2. Make sure the modem is connected to an electrical outlet and receiving 
power by noticing the green lights lit on the front of the modem. 

3. Tum on the Poqet computer by pressing 1 /D switch. The screen should dis¬ 
play the main menu screen with Account Reporting and Communication as 
the two available options for selection. If this screen does not appear, follow 
the instructions in the Operating Procedures section to return to this screen. 

4. Use the up/down arrows to choose COMMUNICATION and press [ENTER]. 

5. The CHANGE TERRITORY/EMPLOYEE NUMBER screen allows you to 
change the current territory and/or employee number. If the territory num¬ 
ber is changed, all activities will be reported for the current territory and 
then the new territory accounts will be loaded into the Poqet computer for 
future activity. If the employee number is changed, the activities will be post¬ 
ed to the employee number just entered. Change the territory and/or em¬ 
ployee number by overtyping the current information. When all changes 
have been made, press [F10] to continue. 

6. A message will appear on the next screen that prompts you to connect the 
Poqet computer with the modem as instructed above. When you are fin¬ 
ished, press [F10] to continue. 

7. The phone number screen will appear that allows you to change the phone 
number for communication. The phone number is 1-800-352-2888. If the 
phone number is correct in the computer, no entry is necessary. Press [FI 0] 
to continue. 

8. Different communication display windows will appear now. Your Poqet 
computer should communicate automatically from this screen and when 
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Coupon Printer 


complete, return to the main menu. If your Poqet computer remains on thi9 
screen for more than 2 hours, please contact the Fastech Help Desk ai 1-800- 
227-4242 for assistance. 

Loading 

a. Pull the black spool cover off the large print spool located on the right hand 
side of the printer unit 

b. Place the blank coupon roll on the spool. The loose end of the roll should 
feed underneath the spool and towards the left side of the coupon printer. 

c. Twist the FEEDER knob (located just below the on/off switch), counter 
clockwise to open the printer mechanism. Twist the knob until it stops. 

d. Load the coupon roll into the printer by holding the loose end of the coupon 
roll with your left hand while guiding the coupon roll into the printer unit 
with your right hand until the coupons touch the inside edge of the printer. 
Allow one coupon to be visible on the left side of the machine where the 
printer coupons are dispersed. 

e. Twist the FEEDER knob (referenced in step c) clockwise to close the printer 
mechanism back to its original position. 

f. Place the black spool cover back on the large printer spool located on the 
right hand side of the printer unit 

g. Press the form feed button which is the black button beside the red light lo¬ 
cated on top of the printer. This will advance the coupon toll one form and 
align the coupon with the printer. 

h. You are now ready to print coupons!! 

Reloading 

a. Pull the black spool cover off the large print spool located on the right hand 
side of the printer unit. 

b. Twist the FEEDER knob (located just below the on/off switch), counter 
clockwise to open the printer mechanism. Twist the knob until it stops. 

c. Pull the used roll off the large print spool and any loose coupons out of the 
printer mechanism. 

d. Load a new coupon roll into the printer by holding the loose end of the cou¬ 
pon roll with your left hand while guiding the coupon roll into the printer 
using with your right hand until the coupons touch the inside edge of the 
printer. Allow one coupon to be visible on the left side of the machine where 
the printed coupons are dispersed. 
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e. Twist the FEEDER knob clockwise to close the printer mechanism back to its 
original position. 

f. Place the black spool cover back on the large print spool located on the right 
hand side of the printer unit. 

g. Press the form feed button which is the black button beside the red light lo¬ 
cated on top of the printer. The coupon roll will not advance. 


h. Press any key on the handheld keyboard to continue printing. 


Battery Maintenance 


The battery in the coupon printer unit may be recharged by using one of the fol¬ 
lowing methods: 


1. Remove the battery from the coupon printer by pressing out on the two bot¬ 
tom latches located on each side the battery and pull the battery out. Unplug 
the battery from the coupon printer by pulling the plastic connectors apart 
on the black/red battery wires. Plug the plastic battery charger connector to 
the battery and plug the large adapter into any AC outlet in your home. Re¬ 
insert the battery into the coupon printer by connecting the plastic connector 
and sliding the battery back into the battery slot. The latches should snap 
shut around the battery when installed properly. 


2. Plug the plastic battery charger into the adapter hole located on top of the 
printer unit and plug the targe adapter into any AC outlet in your home. 
Complete battery charge takes 14 hours. 

Replacing the Batteries in the Handheld Unit 

1. Tum the computer off by pressing the I/O key. 

2. Locate the area between the keyboard and the screen that has blue words 
and symbols. The plastic area that has the word MENU on one end and a bell 
shape at the other end contains the batteries. 

3. Place your thumbs on the small tabs protruding from this area and lift up. 
This area should snap off exposing two AA batteries. 

4. Replace the AA batteries with two Alkaline AA batteries noting the correct 
direction when placing batteries back inlo the unit. You have 90 seconds to 
place the new batteries after the old ones have been removed. 

5. Replace the plastic cover by placing the back edge in to the unit while apply¬ 
ing downward pressure on the front edge until it snaps back into place. 

6. Tum the computer on by pressing the I/O key. Batteries should be replaced 
once every week. 
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Utilizing the Coupon Printer 


Cleaning the Print 
Head 


1. Twist the FEEDER knob (located just below the on/off switch) counterclock¬ 
wise to open the printer mechanism. Twist the knob until it stops. 

2. Take a cotton swab and dip into a bottle of alcohol. 

3. Lightly rub the cotton swab back and forth across the printer head approxi¬ 
mately 10 times. The printer head is located along the leading edge (gold 
area) of the area lifted with the FEEDER knob. 

4. Twist the FEEDER knob clockwise to close the printer mechanism back to its 
original position. 


Disconnecting the Handheld Unit from the Handheld Tray 

1. While holding the handheld, apply slight upward pressure on the back edge 
of the handheld unit. The unit should disconnect from the handheld tray. 

Connecting the Handheld Unit to the Handheld Tray 

1. Place the tab located on the front bottom edge of the handheld unit into the 
slot on the tray and press the back of the unit down until it snaps into place. 
The unit should not rest secure on the handheld tray. 

--“— - - The handheld unit contains two memory card trays located on the lower side of 

Memory Card Trays cach ent j 0 f t h c handheld computer. This handheld will not function if the card is 

removed or the tray is not placed in the proper position. It is recommended that 
the Memory Card Trays not be tampered with to ensure smooth operation of 
your Coupon Printer/Handheld Unit. 

~ Tj T ~ The following represent items to check when you havc a problem. Again, do not 

Troubleshooting hesitate to call the Fastech Help Desk at 1-800-227-4242. 

• If the handheld shuts off automatically, press the I/O key to turn the unit 
back on. 


Help Desk Support 


• If you receive a message BATTERY TOO LOW TO CONTINUE switch to the 
second coupon printer battery. If one is not available, you cannot continue to 
print. 

• If you receive a message HANDSHAKE ERROR or INVALID STATUS, press 
[ENTER] on the handheld to clear the error message and switch the printer 
off for 10 seconds and then tum it back on. This should correct the problem. 

• If the coupon printer jams while printing, reload the coupon printer using 
the RELOAD instructions above. 

If you encounter a problem with the handheld/coupon printer that you cannot 
correct, please contact the Fastech Help Desk at 1-800-227-4242. They will be 
happy to help you correct the problem. 
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Book III: 

Materials Coordinator 


The Materials Coordinator (MC) is charged with administering all activities asso¬ 
ciated with fixture installation, Operations Unit warehouse maintenance, and su¬ 
pervision of General Sales Workers who install merchandising. As the ultimate 
source in the department, the MC serves a strictly organizational, administrative, 
and supervisory role in the Operations Unit office — the MC's time should not 
be spent on the street, but rather in the Office in the coordination of the depart¬ 
ment. 

The MC also maintains office supplies, oversees the handheld computers, and is 
responsible for Vehicle Administration, as well as non-Workplan PDS/PDI. 
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Summary. 1-1 

Function 402 - Order Entry. 1-1 

Procedures.1-1 
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PRELIMINARY SMS FUNCTION OVERVIEW 



Summary 


Before the Materials Coordinator (MC) can begin to run the department, a thor¬ 
ough understanding of commonly used SMS functions is necessary. The follow¬ 
ing sections highlight the steps required to successfully complete each operation. 


--—-—— —- This function is used to place an order for any Item or fixtures with component 

Function 402 - Order pari numbers or diagram numbers. 

Entry 

• Modular Book Order - Order items with diagram numbers, ESS, etc. 

• Category Order - Order items by category 

• Form/Items Order -Order by item number 


Procedures 


1. Log on to SMS and invoke function 402, Order Entry. The following screen is 
displayed. 



2. Enter the appropriate information and press [ENTER]. For demonstration 
purposes we have entered a Division of 2126. Enter employee number to 
send memo to SR's home. 

3. The order entry ship-to screen will be displayed. 
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Preliminary SMS function overview 



4. Verify this information is correct. 

5. Press [ENTER] to continue. The order type selection screen will be displayed. 
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Preliminary SMS Function Overview 



6. Select the type of order you wish to create: 

• CATEGORY ORDER - Use this option when you wish to select the items 
to be ordered by category (such as Permanent POS, Premium, etc.). 

• FORM/ITEMS ORDER - Use this option when you know the item 
number(s) you wish to order. 

• MODULAR BOOK ORDER - Currently unavailable (future 
enhancement) 

• PROMOTION ORDER * Use this option to order items for a promotion. 

• COPY EXISTING ORDER - Use this option when the order you are 
creating is similar to an existing order, as some data entry can be 
omitted. 

7. If you wish to enter an order for future delivery (instead of immediate 
delivery), enter the desired delivery date in the WEEK OF field. The date 
specified cannot be more than 210 days into the future and must be entered 
in YYMMDD format. 


8. Press [ENTER) to continue. 

9. The next section contains a summary of the process for using any of the 
order types. It is followed by detailed instructions for each order type. 


Summary of Process 


1. At the order type selection screen select the desired order type. If you wish to 
request a future delivery date, enter the desired date. The date cannot be 
more than 210 days into the future. It must be entered in YYMMDD format. 


2. Press [enter] to continue. 


• If you have requested a Category order: 

- The system will prompt you to select a major category. For each 
major category selected, you must select at least one intermediate 
and minor category. Up to 4 major categories can be selected; up to 6 
intermediate categories can be selected for each major category; up 
to 20 minor categories can be selected for each intermediate category. 

- When category selections are complete, the system lists the 
associated items. Enter the desired quantity of each item and press 

|PF4). 


• If you have requested a Form/I terns order: 

- The system will prompt you to enter each item and the desired 
quantity. Enter the desired items/quantities and press [PF4). 
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Preliminary SMS Function Overview 


• If you have requested a Promotion order 

- To view a specific lype of promotion, position the cursor in the 
TYPE column and press [PF1] (HELP). Select the type of promotion 
you wish to view. (This step is optional.) 

- Select the promotion for which you wish to order items 

- The system will then list the items associated with the promotion. 
Enter quantities for the desired items and press [PF4J. 

• If you are copying an existing order 

- The system will prompt you to enter the existing order number you 
wish to copy items and quantities from. 

- The system will then list the items/quantities associated with the 
specified order. (This screen is similar to Form/Itcms Order.) 
Enter/modify items/quantities for the new order you arc creating 
and press |PF4). 

3. The Order Review screen is displayed. You can modify the quantities on this 
screen but cannot add items. Press [PF4J to continue. 

4. If all items requested are in inventory, the Order Completion screen is dis¬ 
played. If all items arc not in inventory the Inventory Exceptions screen is 
displayed. 

5. From cither screen you can request special handling. 

6. When you are ready to process the order, press the appropriate PF key ([PF4] 
from the Order Completion screen; [PF4J or |PF5] from the Inventory 
Exceptions screen). 
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Category Order 


Use this option when you want to select the items to be ordered by category, 
such as permanent POS items, premiums, coupons, etc. 


1. When Category Order is selected, the Major Categories screen is displayed. 



2. Enter X beside the categories you wish to select from. Up to 4 categories can 
be selected at one time. 

3. Press [ENTER] to continue. 
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4. The Intermediate Categories screen is displayed for the first major category 
selected. 



5. Enter X beside the categories you wish to select from. As many as six catego¬ 
ries can be selected at one time. 

6. Press [ENTER] to continue. If multiple major categories were selected, inter¬ 
mediate categories for the next major category will be displayed. This 
process will continue until intermediate categories have been selected for 
each major category. 
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7. When intermediate categories have been selected for each major category, 
the Minor Categories screen is displayed. This screen lists minor categories 
for the first major/intermediate category combination. 



8. Enter X beside the categories you wish to select from. As many as 20 
categories can be selected at one time. 

9. Press [ENTER] to continue. If multiple intermediate categories were selected 
or multiple major categories were selected, minor categories for the next 
intermediate category will be displayed. This process will continue until 
minor categories have been selected for each major/intermediate category 
combination. 
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10. When minor categories have been selected for all major/intermediate 
categories, the system will list the items associated with the category 
combinations requested. This list will begin with the first major/ 
intermediate/minor category specified. 



11. For each item, this screen indicates the maximum order quantity, current 
allocation quantity, and remaining allocation quantity (if any). 

12. Specify the quantity of each item you wish to order in thoQTY field. If you 
do not want an item, leave the quantity field blank. If multiple pages of items 
exist, press (ENTER] to scroll forward. 

13. If you have specified more than 1 major, intermediate or minor category, 
there will be a screen like this for each combination. Press [ENTER] to view 
additional screens of information and enter quantities. 

14. When you have entered quantities for the desired items, press [PF4] to 
continue with the order. 
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15. The system now displays the order for you to review:. 



16. The SMS Order Review screen displays the required SKU quantity of each 
item requested and units per SKU. It also indicates the maximum order 
quantity, current allocation quantity, and remaining allocation quantity (if 
any). 

17. As with the previous screen,you can modify the quantities indicated. 

18. Press [PF4J to continue with the order entry process. 
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19. The system now checks the inventory to determine if all of the items needed 
are available. If any of the requested items are not currently in inventory, a 
screen will be displayed which lists the itcms/quantitics that will be placed 
on backorder. This screen allows you to: 

• Continue with this order and put the missing items on back order. 

• Continue with this order and cancel items on back order. 

• Suspend the order, reserving Inventory for the available items. 

• Cancel the order. 

(This screen is shown in the discussion on entering a promotion order.) 

20. If all Items are in inventory, the system will display the Order Completion 
screen. 



21. This screen provides you with your order number and cost. 

WARNING: This is the point of no return! If you go forward from here, an 
order will be generated. 
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22. From this screen you can: 

• Press JPF4] to continue with the order entry process. This should only be 
used if you are sure you want to generate the order! 

• Press [PF6J to request special handling. 

• Press [PF11] to restart this order (return to order type selection screen*). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

• Press [PF12] to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

23. If you need to request special handling press [PF6J. The system will display a 

list of options. 



24. Enter X beside each option needed. As many as 10 options can be selected. 
When you are ready to continue press (PF4J. The system will return to the 
Order Completion screen and display the handling costs. 
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Preliminary SMS Function Overview 


25. If you wish to generate the orde, press JPF4], Otherwise, use one of the other 
options. 

26. When [PF4J is pressed, the following window will be displayed. 



27. Enter any special instructions or sales rep information in the space provided. 
This entry is optional. (This information was previously entered on the 
Address Screen but was moved because of processing procedures.) 

28. When you are ready to continue, press [ENTER]. The order is generated and 
the following screen is displayed. 
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PRELIMINARY SMS FUNCTION OVERVIEW 




29. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

30. From here you can: 

• Press [ENTER] to process another order with a different ship-to address. 

• Press [PF2] to process another order with the same ship-to address. 

• Press [PF12] to return to the SMS Order Entry Menu. 
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Form/ltems Order 


Use (his option when you want know the item numbers of the items you wish to 
order. It allows you to enter the item numbers/quantities directly. 


1. When Form/Items Order is selected, the following screen is displayed. 


TO MSM, im» Ur TO Its ITUI MH> WMIITIH (ITIMl l.« tnOPM, 

ms on i ns on ins on ins on ins on 


2. Enter the item number and quantity of each item you wish to order. As many 
as 60 different items can be specified. 

3. Press [PF4J to continue. The Order Review screen will be displayed. 

On this screen you can modify the SKU quantify. To continue, press [PF4J. 
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4. The system now checks the inventory to determine whether all items needed 
are available. 

• If any of the requested items are tut currently in inventory, a screen will be 
displayed listing the items/quantilies that will be placed on backorder. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

• If all items are in inventory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. 

WARNING! This is the point of no return! If you go forward from here, 
an order will be generated! 

5. If you have reached the Order Completion screen, the same options are 
available as for the Category order type: 

• Press [PF4] to process this order. This should only be used if you are 
sure you want to generate the order! 

• Press [PF6] to request special handling. 

• Press [PF11J to restart this order (return to order type selection screen). 
The order you have entered will be lost. This should be used if you wish 
to start over. 

• Press [PF12J to abort this order (return to SMS Main Menu). The order 
you have entered will be lost. 

6. When you are ready to generate the order, press (PF4J. The order is 
generated and the following screen is displayed. 
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7. At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

8. From here you can: 

• Press [ENTER] to process another order with a different ship-to address. 

• Press [PF2J to process another order with the same ship-to address. 

• Press [PF12] to return to the SMS Order Entry Menu. 
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Promotion Order 


Use (his option when you wish to order items for a particular promotion. 

1. When Promotion Order is selected, the Promotion Selection screen is dis¬ 
played. 


: _ ; _ 


List treat 200111 


Starting Ending 
Date Date frograa Title 


1 CAMEL flier ritici JHOfctJ 
I CAN GM 04 12 OM-CTN C2N 
I CAM CM 04 B4GF TACKLE T/»H 
I CAM CM 04 BJCf HlrtT'C CAP 
I VANTAGE Blcr 1M1 PLANNEK - 4TH OUAATEA 
I VANTAGE »)CP CICAAtTTE CASE- 4TH QUAATEA 
I VANTACE tlGF CLASSIC STYLES INK PEN 
I VANTAGE B>C7 'PACK MATl* L1CMTM-4TH OTK 
i NI NITON*11.00/CAATON VPA 4TH OTA 
» MOM4TH OTA. 1.10/PII OPTION VPA 
I VANTAGE 4TK OTA I.SO/VPA (OPT/AALESI 
I MCBA-B4CP CENIAIC STATE PAIA 
I NASA WCr HUNTEA'I OKANCE CAP 
I NINJTON-HMIA CAATON BUYDOWN 
I SASA BlCGP L» ATLANTA t-BNIKT |MOOTER*) 


PEJ - PAEVIOUB ICUU PE7 - TOP OP DATA PP12 - MAIN MENU 




2. To view additional pages of promotions, press [ENTER]. To return to the top 
of the list, press [PF7]. 

3. If you wish to narrow down this list to one particular type of promotion, 
position the cursor in the TYPE column and press [PF1] (HELP). A pop-up 
window will display the following options: 

• C Coupon Promotions 

• P BxGxF Promotions 

• R Premium Promotions 

• V VPR Promotions 

• " (blan k) All Promotion Types 

Enter thedesired promotion type an press [ENTER). The system will display 
only promotions for the type specified. 


Note; This slop is optional. 


© R.J. Reynolds Tobacco Company 1993 


Book III: Materials Coordinator ■ 1-17 


Source: https: //www.indu 


-jiuviiieiiii 


51846 6965 







Issued: 6/93 


1 


Preliminary SMS Function overview 


4. Select the promotion you wish to order items for and press [ENTER], Only 1 
promotion can be selected. 

5. The Form/Items Order screen will be displayed, listing each of the items 
needed for the promotion. 



6. Enter the quantity of each item you wish to order in theQTY field. If you do 
not wish to order any item, leave the ITEM and QTY fields blank. 

You may also add other itsms/quantitics on this screen. Up to 60 items can 
be specified on this screen. 

7. When you are ready to continue with the order press [PF4J. The Order 
Review screen will be displayed. 

On this screen you can modify the SKU quantity. When you are ready to 
continue, press [PF4J. 
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8. The system now checks the inventory to determine whether all items needed 
are available. 

If all items ere in inventory, the system will display the Order Completion 
screen. This screen provides you with your order number and cost. If you 
continue with the order process from this screen, the order will be generated. 

9. If any of the requested Items are not currently in inventory, a screen will be 
displayed which lists the items/quantities that will be placed on backorder. 



10. For each item needed, this screen indicates the quantity requested, available, 

and on backorder. From this screen you can: 

• Press [PF4] to ship the available items and put the missing items on back 
order. This will process the orderl 

• Press JPF5J to ship the available items and cancel the Items on back 
order. This will process the orderl 

• Press [PF6] to request special handling. 

• Press (PF9) to suspend the order. (This will reserve inventory for your 
order but will not process the order.) When [PF9] is pressed, you will be 
prompted to enter special Sales Rep instructions (optional). 
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• Press [PFIOj to hold the entire order until backorders are filled. When 
[PF10] is pressed, you will be prompted to enter special Sales Rep 
instructions (optional). 

• Press [PF11] cancel the entire order. 

11. If you need to request special handling, press |PF6). 

12. To continue with the order entry process, press [PF4] or [PF5]. The system 
will prompt you to enter any special Sales Rep instructions. When you are 
ready to continue, press [ENTER], Your order will be generated and the 
following message is displayed: 

YOUR ORDER UM-tttm HAS BEEN SUCCESSFULLY PROCESSED. 

At this point, the system has adjusted the inventory to reflect your order, 
modified any allocations, and stored the order on the order file. 

13. From here you can: 

• Press [ENTER] to process another order with a different ship-to address. 

• Press [PF2] to process another order with the same ship-to address. 

• Press [PF12J to return to the SMS Order Entry Menu. 
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Copy Existing Order 


Use this option when you wish to copy the items/quantities on an existing order 
to a new order. This is a fast way to create an order when the items/quantities 
for the two orders are similar. 


1. When this option is selected the system will prompt you to enter the number 
of the order you wish to copy. The order specified must be a valid SMS order 
number. 

2. When [ENTER) is pressed the Form/Items Order screen is displayed. This 
screen lists the items/quantities of the "copy from" order. 

3. Modify the Items/quantities, as desired. You may also add new items. 

4. The remainder of this process is the same as for promotion orders. Refer to 
steps 7-13 in the previous section for additional information. 


Function 404 - Order 
Inquiry or Retrieval 


This function is used to retrieve an order for viewing, modification, or 
cancellation. It combines the functionality previously available from functions 
403 and 404, 


Procedures 


1. Log on to SMS and invoke function 404, Order Inquiry or Retrieval. 

2. The following screen is displayed. 





3. The fastest way to retrieve an order is to enter the order number and, 
optionally, the warehouse (for multi-warehouse orders). Enter an X beside 
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PRELIMINARY SMS FUNCTION OVERVIEW 


the order number if you only wish to view the order; enter R if you wish to 
retrievt the older for modification or cancellation. 

4. If you do not know the number of the order you wish to view or retrieve, the 
lower portion of the screen contains 2 categories of selections that are used to 
obtain an order lisb 

• INQUIRIES - Used to obtain a list of orders for a particular parameter, 
such as order Division, general shipments, etc. You can specify multiple 
inquiries in combination with one another, and/or with one or more 
options. 

• OPTIONS - Used to further qualify the list of orders requested. Multiple 
options can be specified. 

5. Following is a brief description of each inquiry: 

• ORDER REGION/DIVISION - Use this option to include only orders for a 
particular ordering Region or Division. 

• RECEIVING REGION/DIVISION - Use this option to include only orders 
for a particular receiving Region or Division. 

• SHIP-TO LOCATION - Use this option to include only orders for a 
particular SIS accounL 

• ITEM NUMBER • Use this option to include only orders with a particular 
item number on the order. 

• SMS BILL OF LADING NUMBER - Use this option to include only 
orders with a particular SMS bill of lading number. 

• MASTER ORDER NUMBER - Use this option to include only general 
shipment orders. These are orders which are exploded for each 
location/SIS account on the locators lists. 

• DROP SHIP ORDERS - Mark this option to include only drop shipment 
orders. 

• CATEGORY - Mark this option to obtain a list of orders for a particular 
major, intermediate, or minor category (or combination). 

6. Following is a brief definition of each option 

• STARTING/ENDING ORDER NUMBER - Used to specify a range of 
orders to be included in the list. The list will begin with the STARTING 
order number specified and display orders in reverse sequence by date 
(ie., from newest to oldest) back to the ENDING order number specified. 
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» ENDING ORDER DATE - The list will Include only orders that were 
entered from the date specified, up through the current date. 

• STATUS CODE -The list will include only orders with the status codefs) 
specified. 

• OPERATOR ID - The list will include only orders entered by the 
operator rD specified. 

7. As stated earlier, the quickest way to view an order is to enter the order 
number. However, if you do not know the order number, the inquiries and 
options allow you to specify criteria to obtain a meaningful list of orders to 
select from. 

The remainder of this chapter provides instructions for obtaining an order for 
review, modification or cancellation. It is divided into the following sections: 

• SUMMARY OF PROCESS - This section contains a summary of the 
steps used to obtain an SMS order to view or modify/cancel. 

• SOME EXAMPLES: SPECIFYING INQUIRIES AND OPTIONS - This 
section contains some examples of how the inquiries and options can be 
used to obtain an order selection list. 

• MODIFYING OR CANCELING AN ORDER - This section contains 
instructions for modifying or canceling an order. 
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If you hum) the number of the desired order, enter the order number. To 
simply view the order, enter X (Inquiry); to modify or cancel the order, enter 
R (retrieve). When (ENTER] is pressed the order summary screen is 
displayed. 

♦ Note: For multi-warehouse orders, you may also specify the warehouse 
number. This will cause the system to bypass the order summary screen 
(which lists items for all warehouses associated with the order) and go 
directly to the detail item screen for that warehouse. 

2. If you do not hum the order number, enter or select the inquiries and options 
criteria that define the order you wish to view. For example, to view orders 
for a particular Division, enter the Division code and press [ENTER]. 
Remember, you can enter multiple parameters — you arc not limited to just 
one. 

♦ Note: For some parameters, additional selections must be made when 
[ENTER] is pressed. For example, if you have marked the option, STA¬ 
TUS CODE, you will be prompted to 9clect the status codes of the orders 
to be included. Additional selections or entries must be made for the 
following fields: DROP SHIP ORDERS, CATEGORY, STATUS CODES. 
(This is explained in more detail in the section on inquiry and option 
examples.) 

a. When the desired criteria have been specified and [ENTER] is pressed, 
the system will list the orders that match the criteria. 


Summary of Process 
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b. This sawn displays orders which match the parameters specified on the 
previous screen. This same type of information is displayed regardless of 
the options specified on the previous screen. 

If this screen is full, press [BKWRD)/[FWRD] to scroll through the list. 

c. From this screen enter X to simply view the order, or R to retrieve an 
order (for modification or cancellation). 


3. When an order is requested for viewing only (via X), a screen similar to the 
following is displayed. 



4. This screen displays information for the requested order, including ship- 
from warehouse, shlp-to information, order totals, and order items. 

For orders sourced from multiple warehouses, this screen provides a 
summary of items and totals for all warehouses, regardless of the warehouse 
they were ordered from. To view items by individual warehouses, use [PF5J 
(DTAIL). 
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5. From this screen you can use the following PF keys: 

• [PF2J (SPHDL) - Used to view special handling costs associated with the 
order. 

• [PFl 1)/[PF10] (-->)/(<-) * Used to scroll right and view additional 
information for the order, such as delivery date, travel days, drop ship 
information, and special instructions. 

• [PF8J/JPF7] (IT£M+)/([ITEM-) ■ Used to view additional items on this 
order when all of the items will not fit on one screen. 

• [PF9J (COMM) ■ Used to view/enter comments pertaining to the order. 
For multi-warehouse orders the following rules apply: 

- When this PF key is invoked from the warehouse summary screen, 
the notes will automatically be appended to all warehouses 
associated with the order. 

- When this PF key is invoked from the warehouse detail screen, you 
have the option of applying the notes to the current warehouse only 
or to all warehouses associated with the order. 

• [PFSJ (DTAIL) - This key is only available for orders sourced from 
multiple warehouses. When [DTAIL) Is pressed, the system displays only 
items sourced from the first warehouse. Press [WH++J/[WH-] from the 
detail screen to scroll through and view item information for other 
warehouses. The [ITEM+Jf[ITEM-) keys arc also available from the 
warehouse detail screens. 

6. If an order was selected for retrieval (via R), the screen is arranged somewhat 
differently. 


tn 

M 

CO 

£> 

CTt 

<T> 


1-26 ■ Book ill: Materials Coordinator ® R.J. Reynolds Tobacco Company 1993 

Source: https://www.industrydocuii!ejit^il£SL£illiZclQCa^ia^QQQ^ 





Issued: 8/93 


Preliminary SMS Function Overview 


1 



7. As with the inquiry screen, the retrieval screen displays the items on the 
requested order. However, the order can actually be modified or canceled 
from this screen. 

• Note Items marked with are substituted items; items marked with 
"+" cannot be changed. 

8. The PF keys used to modify/cancel the order are described below, and are 
discussed in more detail in the section. Modifying or Canceling an Order. 

• Note For multi-warehouse orders, these actions can be performed for the 
order as a whole, or for each individual warehouse. To view/ modify 
order information by individual warehouse, mark the BY WAREHOUSE 
option displayed at the top of the screen. 

• [PF2] - Next warehouse - Available only for multi-warehouse orders, 
when "BY WAREHOUSE" has been selected. Allows you to 

view/modify/cancel order items on a warehouse-by-warehouse basis 
instead for the order as a whole. 

• [PF4] - Ship now (ship backorder when available) - Used to ship all 
available items now; items on backorder will be shipped when available. 

• (PFSJ - Ship now (cancel backorder) - Used to ship all available items 
now and cancel items on backorder. 
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• [PF6] - Modify order - Used to modify order items, quantities and future 
delivery date, 

• [PF10] - Hold until backorders arc filled - Used to hold all items until 
items on backorder are available. All items will be shipped together at 
one time. 

• [PF11] -Cancel order- Used to cancel the order. 

9. When you are ready to exit, press 1PF3). The system will return to the list of 
orders if you have selected the order, or to the function 404 menu if you 
entered the order directly. 

This section has provided an overview of the process of obtaining an SMS order 
for inquiry or retrieval. The following section provides some detailed examples 
of how the inquiries and options can be used to assist in the process of obtaining a 
particular order. 


Examples: 
Specifying Inquiries 
and Options 


If you do not know the order number you wish to view or retrieve, use the 
inquiries and options to narrow down the order selection list. This will make it 
easier to locate the order you arc looking for. 

Following arc a few examples of the types of order lists you can obtain by using 
the inquiries and options: 

• View genera! shipment orders 

• View drop ship orders for ordering Region/Division 

• View orders entered by a particular operator ID 

• View orders for a particular category 

• View orders for one or more status codes 


A more detailed explanation of each example follows. However, you arc not 
limited to these examples — you may use any combination of inquiries and 
options to obtain an order selection list. 
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■ Master Order Number 

Mark the MASTER ORDER NUMBER option to view an order selection list 
similar to the following: 



Select the desired order with an X (inquiry) or R (retrieve). 
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PRELIMINARY SMS FUNCTION OVERVIEW 


■ Drop Ship Orders for Region/Division 

Enter the ORDERING REGION/DIVISION and mark the DROP SHIP OR¬ 
DERS option. The following window is displayed. 



If you wish to further restrict the search, enter information in one or more of 
the fields displayed in the pop-up window. The system will retrieve a list of 
orders that match any criteria specified on the previous screen and in this 
window. 

When the list is displayed, select the desired order with an X (inquiry) or K 
(retrieve). 

■ Orders for Operator ID 

Enter an OPERATOR ID to view a list of orders entered by a particular 
person. When the list is displayed, select the order you wish to view or 
retrieve with an X or R. 
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■ By Category 

1. Mark the CATEGORY option to obtain a list by category (such as 
permanent POS items, premiums, coupons, etc.). The major categories 
window is displayed. 



2. From this screen, press [PF7J/IPF8] to scroll through the list of major 
categories. You can select a category and use one of the following 
options: 

• Press [ENTER] to view intermediate categories for the major 
category selected. 

• Press fPF4] (HIST) to access the order history file and view a list of 
orders for the selected category. Orders in the history file have 
already been shipped. 

• Press [PF5] (CONT) to access the current order file and view a list of 
orders for the selected category. These are orders which have not 
been shipped. 
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PRELIMINARY SMS FUNCTION OVERVIEW 


3. When [HIST] or [CONT] is pressed, the system will display a selection list 
similar to, except it will show orders from the history/current file for the 
category selected. Select the desired order with an X (inquiry) or R 
(retrieve). 

4. When [ENTER] is pressed (instead of [HIST] or [CONT]), the system 
displays the intermediate categories screen. 


SALES MATERIAL SYSTEM 
ORDER INQUIRY OR RETRIEVAL 


0S/12/9I I3:0r 



INTERMEDIATE CATEGORIES 


CAMEL 

CENTURY 


DORAL 

MORE 

NOW 


RITZ 

SALEM 

VANTAGE 


WINSTON 

NEW/TEST 

DISPLAYS 


SNACK-ALONGS 

MISCELLANEOUS 

DAKOTA 


NC/SSG PROJECT 

PREMIER 

CHELSEA 


UPTOWN 

SALEM COLD 

STERLING 


MILITARY POS 

PACK PROM-RIP 

PACK PROMOTION POS 


SEMI-PERMANENT POS 

KIP - POS 

RIP-POS 


MULTI-BRAND- 

KACNA 

HORIZON 


OPPORTUNISTIC 

CHAIN SPECFIC 

COUPON CADDY 


MACNA/STERLING 


Ent«r-pn — pf3 —pri—rr<—pri---rr»—prr—pr»—pr»—pno—pri i—p 

H«Jp C«ncl HI»t Cont Bkwrd Frwrd 


5. This screen is similar to the major categories screen. From this screen, 

press [PF7]y]PF8] to scroll through the list of intermediate categories. 

You can select a category and use one of the following options: 

• Press [ENTER] to view minor categories for the intermediate 
category selected (see •• Cited Item Has Been Deleted ••). 

• Press [PF4] (HIST) to access the order history file and view a list of 
orders for the selected category. 

• Press [PF5] (CONT) to access the current order file and view a list of 
orders for the selected category. 
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Preliminary SMS Function Overview 
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6. As with the major categories, when [HIST] or [CONT] is pressed, the 
system will display an order. Select the desired order with an X (inquiry) 
or R (retrieve). 

7. When [ENTER] Is pressed (instead of [HIST] or [CONT]), the system 
displays the minor categories screen. 


M04 SJ140m 




SALES MATERIAL SYSTEM 
ORDER INQUIRY OR RETRIEVAL 


MINOR CATEGORIES 
PROMOTIONS 



| £nt«r-PFl — PF2- PF3-— PH PF5—-PF6—PF7— *PFB- —PF9-—PF10—PF11 —P 

M«lp Csncl Hist Cont BKwrd Frwrd 


in 


8. This screen is similar to the major and intermediate categories screens. 
From this screen, press [PF7]/[PF8] to scroll through the list of minor 
categories. 

9. Select a category and press [ENTER] to view a selection list. Select the 
desired order with an X (inquiry) or R (retrieve). 
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PRELIMINARY SMS FUNCTION OVERVIEW 


■ Ordering Region/Division and Status Code 

1 . Enter an ordering Region/Division and mark the STATUS CODE op¬ 
tion. The following pop-up window is displayed. 


ORDER NUMBER 

WHSE (OPTIONAL} 




^INQUIRIES! ORDERING REGJON/DIVISION. 

RECEIVING RECION/DIVISION 

SHIP TO LOCATION. 

tTFM NlfWDPR 

SMS BILL OP LADING NUMBER 
GENERAL SHIPMENT ORDERS.. 

DROP SHIP ORDERS. 

CATEGORY. 


STARTING ORDER NUMBER, 
ENDING ORDER NUMBER... 

ENDING ORDER DATE. 

OPERATOR ID 
STATUS CODE 


(YYM I 


|jEntar-Pri-—PFJ PFJ PF« PF5 PF6—-PF7-Pr« rrr PI 

Help Retrn Hitt 


I VALID STATUS CODES 1 

ENTERED 

PARTIAL 

PICKLIST 

HELD 

STACED 

SUSPEND 

SHIPPED 

CANCEL 

FUTURE 

_ DROPSHIP 





2. Select the status codes associated with the orders you wish to view. For 
example, to view all orders with backordered items, mark the 
BACKORDER option. Multiple selections may be made. 

3. When you have completed your selections, the system will retrieve a list 
of orders that match any criteria specified on the previous screen and in 
this window. 

When the list is displayed, select the desired order with an X (inquiry) or 
R (retrieve). 
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PRELIMINARY SMS FUNCTION OVERVIEW 



■— - As mentioned under Summary of Process, the format of the order screen you view 

Modifying or will vary depending on whether you have requested to inquire on the order (via 

Canceling an Order X) or retrieve the order (via R). 

In addition, if you are viewing a multi-warehouse order, the screen will vary 
slightly depending on whether you are viewing the order as a whole, or by 
individual warehouse. 

In this section, we will explain how to modify or cancel an order you have 
retrieved. You must have marked the order with an R to perform these functions. 
The order can be for a single warehouse or multiple warehouses. 

NOTH: A multi-warehouse order can be modified as a whole, or by individual 
warehouse. To modify or cancel a multi-warehouse order by individual 
warehouse, enter X in the BY WAREHOUSE field and press [ENTER). To view 
items for the next/previous warehouse, press |PF2). 

■ Modify Order (PF6) 

1. To modify an order, press [PF6], The following screen is displayed. 



|404 CJI404UC 
| MAKE NECESSARY CHANCES: 

| OPTIONAL rUTURE DELIVERY: 


ITEM OTY 
, 232_ 5_ 


ITEM OTY 
111276 10 


(YYMMDD) 
ITEM OTY 


06/07/93 IS:41- 
ORDER NUMBER: 3158-OOOj' 

SHIP TO: 

F. J. ARMSTRONG, JR. )■ 

6100 NORTH POINT BLVD 
SUITE B 

WINSTON-SALEM NC 2710S 0000 

(ITEMS 1-45 SHOWN) 

ITEM OTY ITEM QTY 


apF3 - CANCEL CHANCES 
i1PF4 - CONTINUE WITH ORDER 


PF7 - SCROLL UP 
PFB - SCROLL DOWN 


PF12 - MAIN MEN? 
PF1 - HELP 



2. If this screen is full, press [PF8WPF7] to scroll through/ view additional 
items. Note that this screen is very similar to the Forms/Items order 
entry screen. 
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PRELIMINARY SMS FUNCTION OVERVIEW 


3. On this screen you can modify the following information: 

• Delivery date 

• Order i terns (add or delete) 

• Item quantities 

4. When all modifications are complete, press [PF4] to continue. The Order 
Review screen is displayed. On this screen you can modify the SKU 
quantities for the line items shown. 

5. When all modifications are complete, press [PF4] again to continue. The 
Order Completion screen displays the estimated order cost. 

♦ Noft If any Items requested are on backorder, an inventory exception 
screen is displayed instead of the Order Completion screen. 

6. From the Order Completion screen you can: 

• Complete order modifications by pressing [PF4], 

• Specify special handling by pressing [PF6]. 

• Cancel order modifications by pressing [PF12). 


7. When [PF4J is pressed to complete order modifications, a pop-up 
window prompts you for special instructions. Enter any special 
instructions (if desired) and press [ENTER] to continue. 

8. The Order Entty Completed screen confirms that the order has been pro¬ 
cessed. From here you can: 

• Press [ENTER] to return to the Order Inquiry Men. 

• Press [PF9] to add comments to the order. 

• Press [PF12] to return to the SMS Order Entry Menu. 
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PRELIMINARY SMS FUNCTION OVERVIEW 



■ Cancel Order (PF11) 

1. If you wish to cancel an order you have retrieved, press [PF11], 

2. The following window will be displayed. 



3. If you wish to cancel the order, press [ENTER]. If you do not wish to 
cancel the order, press [PF3], 


Function 405 • List of 
Materials 


For the MC to determine whether parts arc available from the operations unit 
warehouse, it is often necessary to pull up a list of items needed to satisfy a par¬ 
ticular diagram number. 
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Preliminary SMS Function Overview 


1. With the SMS Main Menu displayed, enter 405 in the FN field and press 
[ENTER]. 


I 




1 : 


UTINENU 
TEST - SHSLIB 


SALES MATERIALS 
MAIN MENU 

• COPYRIGHT tC> R J REYNOLDS TOBACCO CO 1989 > 


04/21/9kj 

06 


PS - chang* co f/a 7126 

001 - SMS SECURITY LEVEL H 

072 - SKU USAGE BY ITEM BY MONTH 

078 - FIND BACK ROOM INVENTORY 

030 - Sf* i TRAFFIC PHONE DIRECTORY 

ll€ - FIND BACKORDERS FOR LOCATION 

US - FS RECEIPT 

US - FS RECEIPT CORRECTION 

210 - ITEM MASTER DISPLAY F/S 

391 - INVENTORY MGMT UPDATE FUNC. 

402 - ENTER ORDERS 

404 - ORDER INOUIftY 

405 - LIST OF MATERIALS 

406 * h*y t*>t thle new ordar lnq 
41? - SPECIAL HANDLING 


301 - SMS ALLOCATION MAINTENANCE 
SOI - SMS ALLOCATION INQUIRY BY 1TI 

509 - SMS ALLOCATION TRANFERS 
523 - ALLOC BY ITEM REPORT 
324 - ALLOC BY SALES LEVEL RPT 
525 - ALLOCATION TRANSFER AUDIT RP 
SSI - WORKPLAN PROGRAM COMMUNICATE 
5S3 - WORK PLANS 

SS9 - DIVISION MARKETING INDICATOR|( 

510 « 3rd qtr workplan budget rpt 
564 - RETAIL ACTIVITY TRACKING RPT 
S?0 - WORKPLAN COMMUNICATIONS REPO 
S72 - Full-priced workplan budget 
S96 - PRINT WORKPLAN BOOK 

599 - work-plan budget report 
603 - PRINT REPORT STATUS SCREEN 


t 


rN: <f$i 

nter-Pri- PF2 -PF3-PF4- PFS-— PF6—PF? PF8 PF9---PF1 □--Pril--priJ- 

MF.NU 


,il 


Ji 


....fj 
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CO 
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1 


2. The following screen will be displayed. Place an "X" beside the type of rack 
in question and press [ENTER). 
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Preliminary SMS Function Overview 


3. Depending on which option you selected, the system will display a new 
screen. Enter the diagram number and options required and press [ENTER]. 



4. With the next screen displayed, give a brief description of the rack type 
chosen. If correct, press [ENTER], This screen indicates all component parts 
needed for individual fixtures along with individual and total costs 
associated with the set. 

5. Compare the list of materials required to existing backroom supplies to 
determine what back room items can be used. Note which items must be 
ordered. 
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Function 406 - 
Order/Item Inquiry #2 


Another inquiry function similar to 404, this selection retains data relative to or¬ 
ders for a longer period of time than 404. It also provides more options/combina¬ 
tions with which to place inquires. 


1. Any combination of the above 8 options may be utilized lo track down infor¬ 
mation relative to a given order. 

EXCEPTION: Within a given option, only one choice may be made (ex: only 
one of three choices under "6" below could be selected). 



2. After pressing [ENTER], the computer will search the most recent orders for 
the criteria chosen. If no appropriate orders are found, it may be necessary to 
press [PF6] to go further back in time. 
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Preliminary SMS Function Overview 


Function 508 - 
Allocation Search by 
Item 


The SMS system provides for online viewing of selected SMS item allocations. 
1. The screen allows the MC to input 

■ The item number of the part/item requested 


• The starting Area/Region or Division — all operating units are listed In 
numerical order from 1000 up. Select the first operating unit for which an 
allocation is desired. The computer will list all operating units' allocation 
from the selected units upward. 

• By allowing the use to view allocations for a given item in any selected 
operating unit, this mode is useful prior to requesting transfers, etc. 
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PRELIMINARY SMS FUNCTION OVERVIEW 



Function 509 - 
Allocation Transfer 


When satisfying VAP requirements or handling special requests, it may be neces¬ 
sary to transfer an item from one operating unit to another, 

1. Enter the commodity number of the item being transferred. Press (ENTER). 

2. The screen indicates the total allocation available to the operating unit. 

3. Enter the transfer to location and the quantity — multiple transfers are al¬ 
lowed for a given item. 

4. Copies need not be made as the "Allocation Transfer Audit Report" tracks 
transfers for all items. 
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PRELIMINARY SMS FUNCTION OVERVIEW 


Function 524 - 
Allocation Report by 
Sales Level 


1. With the SMS Main Menu displayed, enter 524 in the FN field and press 
[ENTER]. The following screen will be displayed. Type "X" next to Summary 
of Sales Level Shown and press [ENTER], 
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PRELIMINARY SMS FUNCTION OVERVIEW 
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2. The report is similar to the following; 


CJHIAA 

ALLOCATION *Y 7ALES UVEL RETORT 





JIM4AAT RETORTl 

4)24 DULUTH DISTRICT 




1 MAJOR CATEGORY 1 COUrOMI 





ITEM 

pilot i most 

ALLOCATED 

VIED 

REMAINING 

ALLOC 

ABOVE 

mm 

MAC/ITIX ))S *1 OOC 22447 




YU 

mm 

MAC/4UX *2 .))/» VTX 

40 

40 

)4 


12)4*1 

MAO/»TEA ») .Sl/rx ore 

2 

2 

D 


12)441 

KAG/ITIA *2 >00 vta 

10 

10 

0 


11)41) 

MAfl/mx *2 >10 CTM vrx 

ID) 

10] 

0 


1)047 

CAMEL CM 02 200/CTX 220)4 

20 

20 

0 


2)4)44 

DOAAL 400/CARTON VTA 

10 

10 

0 


2)414) 

RIM IS rxn rx BOOM 

20 

20 

0 


111471 

VAN 4 QT* 40CC r-2)00« 

12) 

12) 

0 


141474 

HIM 40 1.1/2 EX* 22114 

)1» 

)l* 

0 


4)471) 

DOAAL 4) MAC* VTX 

>11 

Ml 

41 


4)47)* 

DOAAL 700 CTM VTA 

ID 

10 

2) 


1471*0 

MAC/1T1X 400 CTM VTX 

ISO 

1*0 

I) 


1174)1 

CAMEL CM 110 OCC 2)244 

40 

40 

0 


1474*2 

4AUM 10*) *00 2/CTM-100 

41 

41 

0 


1471*2 

4AUM 10») 300/CTM 

2) 

2) 

0 


)47l*l 

RIM 10» 1.)/) *R) 10027 

1) 

1) 

0 


1471*4 

HIM .40 VTA 4 0 

27 

27 

22 


1)11*1 

WIN TIT ) OCC 2))40 

4 

4 
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Order/Monitor Fixtures 
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Preliminary Notes 


Procedures 


The MC should not order any merchandising items into the Operations Unit 
backroom. All merchandising component parts in the backroom should come 
from old fixtures, excess parts picked up from retail, etc. 

1. Sales Representatives and management will submit requests for fixture or¬ 
dering and installation to the Merchandising Coordinator. These work orders 
will contain the documents necessary to place the order and inform the MC 
of other information necessary to complete scheduling/installation. This in¬ 
formation includes: 

• Store name and address 

• Store contact people 

• Directions to store (if necessary) 

• Indication of type of order being placed and whether attachments are 
present 

• Special requests (i.e., requested installation dates, times, etc) 

• Schematic of proposed store layout (if necessary) 

This work will be utilized by General Sales Workers to complete installation 
of fixtures. 
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Date 


FIXTURE INSTALLATION REQUEST 


Name Stamp 

Store Name & # 

SIS# 

Chain ID # 

Address 


Phone # ( ) 

Citv 

State Zip 

Division/Territory 

Volume (cpw) Call/Class 

Store Manager 

Contact Person 

Directions to Store: 


FLEX MERCHANDISERS/COMPONENTS 


Brief Detail Description: 

(incl. 'Security') 

Order Forms Attached: Q Standard/Special G End Cap w/Wrap G Diagram Modification 

□ E.S.S. Q Component Parts G Strike Zone 


DORAL PERMANENT FLOOR DISPLAYS (WOOD CARTON MERCHANDISERS) 


r - # l.p. 

# M.P. 

# Extenders N/A 

Security 

□ Yes 

□ No 

□ Only 

21/2' - # L.P. 

# M.P. 

# Extenders 

Security 

G Yes 

Gno 

G Only 

3' - # L.P. 

It M.P. 

# Extenders 

Security 

Q Yes 

□ no 

G Only 

t - » L.P. 

# M.P. 

# Extenders 

Security 

Q Yes 

Qno 

Q Only 

# S.wu Sign Holders 


Q Component Parts Order Form 

Attached 

- Misc. Components 


SPRING LOAD PACKAGE MERCHANDISER 


Diagram <*_/ Quantity_ Diagram #_/ Quantity_ 

G Retro Flex/SIPM Brief Detail Description:_ 

G Component Parts Order Form Attached (MUST for Retro Flex/SLPM Units) 

CTR PREFERRED PRESENCE UNITS - 

Diagram #_ (PCD) Diagram #_ (Promotional) 

U Component Parts Order Form Attached - Misc. Components 

THIS SECTION TO BE COMPLETED BY DIVISION OFFICE PERSONNEL 

Assigned to:_ Date Installed:_ 

Total Time Spent Installing:_Drive Time:_ 

Comments:_ 


Reviewed bv: on 

To Be Rescheduled: Yes 

No 

M 

Sent to Divisionfsl/Number 

. on bv 

oo 

Or 

SuoDlies to be Taken From Warehouse: 


cr< 


Work Completed Satisfactorily 



Store Owner/Manager 



Vu0CUmGntS.UCST.6QU/Q0CS/Vnr 

WOOOO 


















j__ OVERHEADS __ 

# OPM Main (20 col) Structures _ # OPM Add-on (8 cot) Structures 

□ Standard Decor CD Enhanced Decor Q Decor Only # OPM Battery Clocks_ 

# 4' Mini OPM_ # 6' Mini OPM_ # Mini Connector Kits_ 

Z] Ceiling Installation .# Ceiling Mount Kits__ Leg Placement_ 

# Counter Extension Kits_ ZJ Chain Logo Panel 0 OPM Promo Inser 

Description and DISPOSITION OF OLD FUR fixtures_ 

j STANDARD PACKAGE 

Specific detail of fixtures and components necessary (by quantity and component part tt): _ 


MISCELLANEOUS COMPONENTS -MAJOR REPAIR REQUESTS; 

Detailed Description/Plan of Action _ 



Special Diagramming Area: 


STORE LAYOUT FOR INSTALLATION/SPECIAL INSTRUCTIONS (be specific) - REQUIRED (1 square - 1 foot) 


I 


iiininiiiuiiiniuiuniiiiiimininninimmuiMHHH 
■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■ 


REQUIRED ATTACHMENTS OR EXPLANATION (YES/NO) 

• Plan-O-Gram _ 

• Sales Rep Will Tag_ 


Sales Rep Will Install 
Contract Agreement Form 


Store Owner/Manager and R.J. Reynolds Tobacco Company representative have agreed to the pacKage/carton load plans and fixtures indicated. 


/yww.inau; 


nmpfFOTawAmcMM 


’TUUUU 
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ORDER/MONITOR FIXTURES 



On receipt of this work order, the MC reviews for discrepancies, gaps or 
missing information. Additionally, the MC ensures fixture request is appro¬ 
priate to Region merchandising guidelines: 

• Can work be physically accomplished? 

• Is work order understandable? 

• Are fixtures ordered suited to type and volume of account? 

As issues arise, the Region Operations Manager should be consulted. The Re¬ 
gion Operations Manager will use experience and judgment to determine 
whether further information needs to be obtained. If necessary, the Division 
Manager should be contacted to authorize questionable sets. 

• Note If management has generated the work order, a review by the 
MC/Region Operations relative to the appropriateness of the order 
should not be undertaken. Managers are responsible for understanding 
Region/Company guidelines. 

3. The MC must then determine whether any, or all, of the work order can be 
satisfied through the utilization of Operations Unit Warehouse component 
parts. To do this, the MC must understand what items are necessary to fill 
the order, which can be done by: 

• Accessing function 405 to determine a list of materials needed to com¬ 
plete the order and comparing this list to back room parts 

• Utilizing experience and knowledge 

4. After the MC has determined the availability of backroom parts, the order 
must be filled. In most cases, the SMS 402 function will be used to place the 
order. 

• It is important when placing an order via the SMS 402 function to ensure 
the sales representative calling on the account in question is memoed. 
This is done by entering the employee number at the Order Entry 1 
screen. 

• The MC should write the order number on the front of the work order. 
This information may be needed later. 

5. After the order has been placed in SMS, the MC should place the work order 
in a suspense file entitled "Work Orders Awaiting Shipping Ticket." 

6. Each morning, shipping tickets print at the Operations Unit for orders that 
have been or are soon to be shipped. The MC should take these shipping 
tickets and match them to the appropriate work order in the "Work Orders 
Awaiting Shipping Ticket" file. 
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Order/Monitor Fixtures 


• If installation is to be performed by the Operations Unit GSWs, the 
matched sets should be placed in a file entitled 'To Be Scheduled." 

• If installation is to be handled by the sales rep or outside sales reps' mer¬ 
chandising specialists, the original work order should be placed in the 
mail to the proper sales representative. 


2-6 ■ Book III: Materials Coordinator © R.J. Reynolds Tobacco Company 1993 


^^^^^iDs^vwv^ndust^document^cs^d^loc^hkvOOOO 


51846 7001 


CtUCTEH 3 

Managing Backroom Inventories 


51845 700 


Source: https://www.industrydocuments.ucsf.edu/docs/yhkyOOOO 




Issued: 8/93 



- The Operations Unit warehouse should serve as the primary location for excess 

Summary merchandising items and general supplies for the Region and POS/PDI for Divi¬ 

sions operating in the same geographical area. Due to the nature of this central¬ 
ization, the MC should discuss backroom organization with the Region Opera¬ 
tions Manager to customize proper setup, 

• Note: Premiums and Promotions should be sent directly to sales representa¬ 
tives where feasible. Only if absolutely necessary should these items be 
shipped into the Operations Unit backroom and then, only for personnel 
who utilize the backroom as a pickup location. 

1. The first step towards proper management of an Operations Unit backroom, 
is to complete an inventory of all items in the warehouse. 

• The MC should establish an inventoiy book. Inventory bases should be 
established for general supplies, sales rep supplies, and any POS (if sales 
personnel pick up at the Operations Unit) utilized by Region personnel 
on an ongoing basis. 

2. Once established, the inventory book should be utilized to: 

• Provide MC with knowledge of parts available to satisfy incoming work 
orders. 

• Identify overstocked items. If found, send DT to appropriate Operating 
Units to advise them of availability of excess items. 

• Satisfy requests for excess items from other operating units. The MC will 
receive these requests via DTs sent by outside Divisions. 

3. The MC should review SMS 524 Allocations by Sales Level report once per 
week. The review should involve the identification of new items, supplies 
which remain in allocation which should be ordered into Operations Unit 
backroom, etc. 

- . • MC must coordinate setup of Workstation to utilize when shipping. 

Shipping Guidelines 

(Incoming/Outgoing) preliminary activities 

• Certain supplies must be obtained for shipping utilization: 

Boxes - all sizes; once boxes are opened, they should not be thrown away 

but broken down and retained for future use 

Strapping tape 

Box cutters 

Weigh scale 

• Contact UPS to set up a daily schedule for pickups and dropoffs. 
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Managing Backroom Inventories 


• For shipments to an out-of-state location, use the following truck lines for 
RJR to receive freight discounts: 


- AAA Cooper 
Carolina 

- Hyman 

- Preston 


Ovemitc 

Yellow 

Consolidated Freight ways 
Roadway 


These carriers will provide appropriate shipment documentation. 

1. Once items to be shipped have been identified, use boxes to pack and label 
each shipment. When reshipping previously shipped boxes, ensure the origi¬ 
nal shipping address label is removed and replaced by or covered with the 
new address label. 


2. When using a common carrier, a Bill of Lading must be prepared showing 
the following information 

Note 1: Shipper (RJR) and consignee name and address 

- Note 2: Date shipped 

- Note 3: Indica te number of cases shipped per freight classification 
Note 4: Copy entire freight classification description and add item num¬ 
bers for items being shipped. These descriptions arc as follows: 

National Motor Freight Class Descriptions 

• Rack Store Display EX4 itNMFC 57410 Sub 3 

• Rack Store Display EX4#NMFC 57410 Sub 6 

• Shelf Brackets - KNMFC 93630 

• Signs -#NMFC176280 

• Clocks - HNMFC 48720 

• Plastic Articles OT Exp-KNMFC156600 Sub 4 

• Casters - UNMFC 41720 

• Plastic Articles OT Exp -#NMFC 156600 Sub 8 

• Rack Store Display Ex 4 - #NMPC 57410 Sub 5 

- Note 5: Indicate case weight on Catalog items 

- Note 6: All freight charges should be prepared and billed to R.J. 
Reynolds Tobacco Co, Winston-Salem, NC 
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EXHIBIT A 


DM N. S. McGlamery is shipping from Miami Beach, Florida, to SR J. G. Johnson, 
Orlando, Florida, the following items: 


2-Cases ( 2-per case) Item No. 012609 

1- Case ( 1-per case) Item No. 179879 

2- Cases (10-per case) Item No. 129619 


Freight Description Code: A 
Freight Description Code: B 
Freight Description Code: C 


ALWAYS LIST HAZARDOUS MATERIALS FIRST IN DESCRIPTION OF ARTICLES COLUMN 


STRAIGHT BILL OF LADING - SHORT FORM - Originil-Not Ntgotiabie 

MCUWD, K M" — it ■■»■■■» mm mntH fWH—UM P«r<»« 


NOT to b* UMd for ORDER NOTIFY SHIPMENTS. |dATL 

YELLOW FREIGHT SYSTEM, INC YFSY 



jmgagggjjuaj 


NOTE: DRIVER AFFIX PRO NUMBER LABEL HERE. 


consignee J, G. Johnson (See Note 1) 

On COO tn« Mttm “COO” mv»t t*Mir tMfor* centHnMI «»m«, 


T 210 Main Street 


|city,"state?zip Orlando, Florida 32800 



C.O.D. AM T S 


FEEPPD Q COL. Q] 


street 14^0 Collins Avenue 


ioTy?sTATE. zip Miami Beach, Florida 33190 


IS CUSTOMER'S CHECK f"! f - ) 

ACCEPTABLE FOR C O D ? ™ l—l 1 "" u 


101 


FIND OF FACKAGINO. Dt JCRIFTlQN OF ARTICLES. JFICIAL MARKS AND SSCSPT10FIS 
ILOT HAZARDOUS MATERIALS F1RSTI 


Rack Store Display EX 4INMFC 57410 Sub-3 



(2-Item No. 012609) 


Display EX 4SNMFC 57410 Sub-6 


1-Item No. 179879) 


Shelf Brackets - 4NMFC 93560 


20-Item No. 129619) (See Note 4) 




FREIGHT CHARGES 
PREPAID 0 COLLECT G 

FREIGHT PREPAID EXCEPT WHEN 
COLLECT BOX ABOVE IS CHECXEO 


TIBRI M *• liwillllltiaa » W lkl(«B«*, 

m4 ISMIUSPI ■ *. •»* *• md tm4u*** <*• H»t*4 w H *• 


YELLOW FREIGHT SYSTEM, INC. 



MARK "X" IN -HM" COLUMN FOR HAZARDOUS MATERIALS 


date 8/1/91 


(See Note 2) 
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Troubleshooting 
Shipment Problems 


1. If shipment is not received within 15 days (30 days Alaska and Hawaii), from 
the estimated shipment date on the shipping ticket, the MC should notify the 
Traffic Department: 

(919)741-1796 Nancy McGlamery 

(919)741-1795 Clark Golden 


2. When shipment is received, each item should be examined for damage or 
shortage. In the event an item is damaged or shorted, notation should be 
shown on the freight bill which should then be mailed to the Traffic Depart¬ 
ment for filing a claim. 

R.J. Reynolds Tobacco Company 
P.O. Box 2959 
Winston-Salem, NC 27102 
Attn: Traffic Department 

3. In the event of concealed damage, the carrier should be notified immediately 
and inspection should be requested. Inspection report, when complete, 
should be forwarded to the Traffic department for handling. 

4. Damaged cases should be refused to carrier or if accepted, carrier should be 
notified to pick up. 

5. Collect freight charges: 

• All POS material is shipped prepaid. Collect freight charges are a result 
of billing error by the carrier. 

• Send Collect Freight bills to Traffic for handling 

• If a retailer PAYS a collect freight bill, send a copy of the freight bill to 
Traffic and the account will be reimbursed 


• If a carrier demands on-the-spot payment of charges, contact Traffic im¬ 
mediately. 

6. The on-hand notice is mailed to the shipper with a copy to the receiver when 
a carrier is unable to deliver a shipment due to incorrect or insufficient ad¬ 
dress, no one at consignee's location to accept material or refusal by consign¬ 
ee to accept material. 

• Arrange locally with the carrier for a convenient time to make delivery 
or advise Traffic. 


• If order is for a retail outlet and is undeliverable, Traffic will reconsign to 
the appropriate Division Office automatically, Any extra charges should 
be billed to Traffic. 
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SCHEDULING INSTALLATIONS 



Preliminary 

Activities 


Procedures 


The MC and Region Opera dons Manager should discuss: 

• Size of the installation work force reporting to MC 

• Geographic boundaries of work performed by Operations Unit installers 

• Guidelines relative to size and type of fixtures which will be installed by Op¬ 
erations Unit personnel 

• Developing and maintaining a scheduled GSW availability 

1. Refer to the “To be Scheduled" file. Prioritize each work order based on: 

- Chain commitments 

- Dates requested 
Urgency of work order 
Size of fixture set 

2. Refer to the schedule of part-time merchandising specialist availability 
(which days, what hours available, etc.). 

3. Develop calendar to indicate days/times for specific jobs and personnel as¬ 
signed to job. 

Use knowledge of personnel availability and job size to ensure appropri¬ 
ate people are assigned to the job. 

- Calendar can be weekly or biweekly. 

4. MC should call store managers of affected accounts prior to installation to 
verify that the dat and time scheduled arc satisfactory. If necessary, make 
changes to scheduling calendar. 

5. Notify affected sales representatives via voice-mail prior to installation. 

6. Merchandisers handle installations on day scheduled. On completion of each 
job, MC must instruct merchandisers to have store managers sign work order 
if satisfied with work or to make comments. 


7. It is not necessary to return tools and tags each day, unless the size of the 
Merchandising department requires it. 

~ ~ ”— - It is important for the MC to evaluate the scheduling of all installations and look 

Tracking Installation f 0r arcas j n w hi c h to improve, This can be accomplished by tracking Installations 

Efficiency and how often the job is completed correctly THE FIRST TIME. Inefficiencies 

often show up when extra trips need to be made to return to stores and complete 
jobs, modify originally fixture sets, elc. All of these activities take time, money 
and people to accomplish objectives which should have been reached the first 
visit. 
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_ SCHEDULING INSTALLATIO NS 

1. Use the following form to complete the tracking. This form should be uti¬ 
lized on an ongoing basis to maintain up-to-date information. 

RACK INSTALLATION EFFICIENCIES TRACKING FORM 
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Summary 


Procedures 


Supply requests ere any forms submitted by sales personnel and used by the Op¬ 
erations Unit to process various sales rep needs. These specific supply request 

forms can be used by the Operations Unit. 

• GENERAL SUPPLY R EQUEST - Font #s, POS, PDI, facsimiles, temp dis¬ 
plays. 

. SYSTEMS ADMINISTRATIVE REQUEST - Reports, contracts, draft books. 

• COUPON/VPR REQUEST - Coupons, VPRs. 

The MC is responsible for processing General Supply Requests. 

1. Sales Reps submit supply requests (see example in setup section). 

2. Request by request, the MC fills each order. 

• MC reviews backroom Inventory and ships available requested items 
from on hand stock. Write BR next to each item shipped from back room. 

• All remaining items should be ordered via SMS 402. Notation of "WS" 
should be written next to all items ordered from Winston-Salem. 

• Any item not available through on hand stock or SMS needs to be or¬ 
dered via appropriate local suppliers (i.e., dusters, notebooks, staplers). 

• If any item is unavailable, a note to this effect should be written on the 
form. Also indicate whether the Supply Request will be held until the 
out-of-state item is available or whether the sales rep should re-request 
at a later date. 

3. On completion of processing, the following should be noted on the Supply 

Request: 

• COMPLETED should appear on form 

• Date of processing 

• Initials of processing employee 

• SMS order number 

4. Return supply request to originator. No copies are necessary. 
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- One of the benefits to the Operations Unit of centralIzing the merchandising de- 

Summary partment Is to allow for better efficiency through the reuse of old or used compo¬ 

nent parts. As stated previously, the Operations Unit is the main storage location 
for all returned, misordered, excess, or old fixtures and components. 

Many of these items can be refurbished, cleaned up, and reused. Each use of one 
of these Items means that the same item docs not have to be ordered NEW via 
SMS. Therefore, reused items result in $$$ savings by more efficiently utilizing 
available resources. 

- The MC has two primary accountabilities in this area - refurbishing old, used or 

Procedures damaged items and tracking the financial savings achieved. 

1. Any time a backroom component or fixture is utilized in place of ordering a 
new item via SMS, a monetary savings occurs. The MC needs to monitor this 
savings in one of two ways. 

• SMS function 210 - This function allows the MC to input the commodity 
number of the item utilized. The SMS system will produce, online, the 
$$$ value of the item. 

• SMS function 405 - Ust of Materials. This function allows the MC to 
input the DIAGRAM number of the fixture utilized. The SMS system will 
produce, online, the $$$ amount of the fixture. 

2. These two functions should be utilized daily and all pertinent information 
noted on the following fotm. 
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Managing Fixture Refurbishing 



cTnocwAUF 1 BACKROOM PARTS USED TO 

siuntr*AMc [ COMPLETE WORK ORDERS 

COST OF 

PARTI* 

TOTAL U* 
SAVED FOR JOB 


































































































Each month, the MC should submit to the Region Operations Manager the 
total dollars savings through proper utilization of back room component 
parts. 
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Supervising General Sales Workers 



Summary 


Supervision of 
Outside 
Merchandising 
Specialists 


The MC is charged with overseeing the performance of the General Sales Work¬ 
ers involved in outside installations and backroom work. 

1. The MC should review the weekly schedule to determine whether jobs are 
being completed In a timely fashion. 

• Spot check "comments" section of work order. 

• Spot check "completion date." 

2. The MC should also review quality of work being performed at retail instal¬ 
lations. 

• The best review is accomplished by physically visiting an installation 
while it is occurring or shortly afterward (1 hour to 1 day). The MC can 
then see what store personnel, RJR reps, and customers see and properly 
evaluate the installation. 

• Periodically, the MC should seek comments from sales reps and manag¬ 
ers. While the MC will often be approached with these comments, it is 
wise to pursue these opinions before they become Issues large enough 
for reps and managers to call with concerns. 

3. The MC should be alert to the expertise of each Merchandising Specialist re¬ 
garding specific-type Installations. A periodic sit down or even casual talk 
with subordinates while working in the back room can bring to light areas 
where greater knowledge or experience is needed. 

4. If problems arise, the MC can attempt to discuss these concerns with the af¬ 
fected personnel. If the situation is not addressed and corrected by the subor¬ 
dinate, the Region Operations Manager should be contacted by the MC and 
the issue discussed. 


~ --7- Obviously, the organization of the Operations Unit backroom is critical to the 

Supervision Of proper administration of this Operations Unit. The MC should ensure backroom 

Backroom Porsonnol personnel Stay busy. 


If desired, the MC can formulate a standard weekly schedule for backroom per¬ 
sonnel. This schedule can organize each day by the type of activities that will 
take priority on that day <i.e., Tuesday, Friday — General Outgoing Shipments, 
Wednesday — Backroom Cleaning, Monday — Filling Supply Requests, etc.). 
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OFFICE SUPPLIES AND HANDHELD COMPUTERS 
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Maintaining Office 
Supplies 


Tracking Handheld 
Computers 


Problems With 
Handheld 
Component Parts 


The Materials Coordinator is accountable for ensuring that the Region Opera¬ 
tions Unit Is adequately and reasonably stocked with necessary administrative 
supplies. 

1. The MC should establish and organize a location to maintain needed sup¬ 
plies, such as: 

• Copier paper 

• RJRT letterhead paper for each Division in Region 

• Envelopes 

• Files and manilla folders 

• Other assorted items, such as paper clips, legal paper, notebooks, etc. 

2. The MC should establish an inventory base based on project usage of each 
item. 

3. Once a month (or as needed), the MC should review current stocks of each 
item and order adequate quantities to satisfy realistic needs of the Region 
Operations Unit. 

Handheld computers are a valuable and necessary part of a sales rep's position 
with RJR. Because of their high value, it is important to properly track and moni¬ 
tor each computer assigned to a given operating unit. The computer's compo¬ 
nents must be tracked individual, as each is requested, repaired and replaced in¬ 
dividually. The handheld system provided for rep usage consist of: 

• Handheld computer 

• Modem 

• Power supply 

Preliminary Activities 

• The MC must set up and utilize a Handheld Log to track all parts. Certain 
information must be included in the log: 

Date component received 
Date issued to sales personnel 

- Name of person component assigned to 

- H/H, modem and power supply serial numbers 

- Date returned to FASTECH 

1. Because of the age of current handhelds, problems with their operation are 
becoming more and more frequent. When issues arise, sales reps will often 
call the Operations Unit for instruction. 

• Reps should be instructed to call Fastech at 1-800-227-4242. 

• Operators will be standing by to field questions re: problems with any of 
the computer component parts. 
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Office Supplies and Handheld Computers 


Operator will inform rep to send defective component back to Fastech prior 
to operations unit issuing a replacement 

2. If a problem has been identified which requires the return of certain compo¬ 
nent parts, the following steps should be taken. 

a. Rep calls operations office and requests a component part. 

b. Operations office sends replacement to rep with a shipping ticket en¬ 
closed as follows: 

Fastech, Inc. 

Attn: Service Center 
450 Parkway Drive 
Brommall, PA 19008 

c. Rep sends defective component part to Fastech utilizing shipping ticket 
sent with replacement 

d. Fastech notifies Division via DT that a replacement will be sent. This 
communication will include the new serial number. 

e. When replacement is received by operations office the serial number and 
date received are logged in. It is not necessary to insure the handheld. 
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VEHICLE ADMINISTRATION 




- Company vehicles are provided io employees for use in the performance of their 

Summary accountabilities, The vehicle is the most expensive piece of equipment furnished 

the employee. The MC will be the information source at the Operations Unit for 
driver/vehicle Inquiries, will work closely with management to ensure compli¬ 
ance with established procedures, and will ensure accurate and timely entry of 
driver/vehicle information in the Car Master System and the Sales Expense Sys¬ 
tem, In addition to this manual, the MC should become familiar with the Compa¬ 
ny Vehicle Section of the Policy and Procedure Manual and be knowledgeable of 
the Car Master System, 

•--——--- The MC may view a list, by Division, of all vehicles assigned to the Division, This 

inquiry by Division list is available on-line as a reference tool to answer basic questions. All on-line 
Information should be the most accurate and current. 

To view this listing, perform the following steps: 

1. Place an "X" beside Sales Expense and press [ENTER]. 
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Vehicle Administration 


2. Type 11 at the prompt to select "Car Master System" and press [ENTER]. 






FIELD SALES EXPENSE 
FIELD OFFICE MAIN MENU 

1) . START A BATCH 

2) . RESTART A BATCH 

3) . DELETE A BATCH 

4) . PRINT A BATCH 

5) . APPROVE A BATCH FOR PAYMENT 

6) . CHANCE AN EXPENSE REPORT 

7) . DELETE AN EXPENSE REPORT 

B). VIEW/PRINT EXP RPT INSTRUCTIONS 
9)> SALES EXPENSE CODE INQUIRY 
ID). SALES ANALYSIS CODE INQUIRY 

11) . CAR MASTER SYSTEM 

12) . PAYMENT HISTORY (A/P) 

13) . BATCH CONTROL INQUIRY 

14) . EMPLOYEE MASTER INOU1RY 

13). PERSONAL/COmVTING MILEAGE INQUIRY 
98). RETURN TO SALES INFORMATION 

ENTER SELECTION FROM ABOVE: 11 


3. Type 1 at the prompt to select M Car Master Inquiiy," 




r 

CRM072MN 

V C 

KICLE REPLACEMENT 0t/24/»3 


SPECirY DUE DATE 021492 REMAINING SPECIFY DAYS 


1). 

CAR MASTER INQUIRY 


2). 

CHANGE VEHICLE ASSIGNMENT 


3). 

NEW VEHICLE (PRESPEC) DESCRIPTION 


4). 

NEW VEHICLE (PRESPEC) DESCRIPTION PRINT 


3). 

REQUISITION VEHICLE 


6). 

CANCEL REQUISITION 


7). 

CHANCE VEHICLE REQUISITION 


8). 

REQUISITION INOUIRY 


9). 

REQUISITION PRINT 


10). 

CONFIRM QUOTE 


ID. 

QUOTE INQUIRY 


12). 

QUOTE PRINT 


13). 

DELIVERY/DEALER INQUIRY 


14). 

ASSIGN DRIVER UPON DELIVERY 


15). 

SPECIAL ACCESSORIES BY STATE INQUIRY 


It). 

NOTE INQUIRY 


17). 

NOTE ADD 


99). 

RETURN TO FIELD OFFICE MAIN MENU 


SELECT FUNCTION FROM ABOVE: 1_ RECDIV XXX7 

J 
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4. This screen allows for selection of vehicles by a variety of different criteria. 
For the purposes of obtaining this preliminary information, enter the desired 
Division number in the appropriate blank and press [ENTER). 
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VEHICLE ADMINISTRATION 


5, The screen will highlight a "master list" of all vehicles assigned to the re¬ 
quested Division. Included will be the driver's account number and name, 
year, make, style, class, current mileage status, current Division to which the 
vehicle is assigned, previous Division (if there was one) to which the vehicle 
was assigned, and license plate number and state. 



6. If desired, an individual vehicle inquiry can be performed by entering a spe¬ 
cific vehicle number in the blank. Press [ENTER] to scroll forward to other 
vehicles or press"Y" at the prompt to return to the selection criteria screea 
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7. If the MC has chosen to view individual car data, the following "Individual 
Selection" screen will be displayed. It shows the most recent ending mileage 
information, serial numbers, and other vehicle-specific Information as a quick 
reference to answer inquiries. 




SILt UOOIV/tai)tM< 


LICIMIS MO LI CBM IB StATB 

ACCOUNT EMPLOYEE NAME CITY 

11*417 mm MELISSA 0 COLUMBIA 

BEPLACED BY 

mCH PATE LMT CMAA0B CA» PATE 
•*9117 >1040l 

MIV IMP PMV BMP M/E END • 

ACCT LAST CHAM SI DATE MILES E 

0077114 *1101* 01/01/M I 

01/19/M 10,111 

01/07/M 10,41) 


SESS 



• OTHEA JNQUIAY TYPE * 


CAB NVTMBCB.. 

1EAIAL NUMBKA... I 
SOCIAL lECUBITY.I 
EMPLOYEE MUMBEB.I 


“TO TEAMIMATE, PAESS EMTEB MITH MO DATA ZM YIELDS** 


*]*}:[* AiIlTiM^U 


l *Kw/AVAVAVMII[»llM<BV»[*I«il||IISj|| 


!> ITOS liwctA’i ii iviilililil 













Issued: 8/93 



Vehicle Administration 


Inquiry by Status 
Code 


Status Code 
Definitions 


1. At the Selection Criteria screen, after REGDIV:, type the applicable 
Division number. Tab to STATUS and type "220" or "230". Tab to STATE:, type 

the applicable two-character state abbreviation, and press Enter. A list of vacant 
and/or surplus vehicles to be used in lieu of renting will appear. 

At the Selection Criteria screen you may also perform vehicle Inquiries by car 
number, serial number. Soda] Security number or employee number. A complete 
(or even partial) serial number can be entered and the system will identify the 
vehicle. If using a partial serial number, at SERIAL NUMBER, type then the 
partial number. This function can be used to identify vehicles for license 
renewals, parking tickets, etc. 


Additionally, every Company vehicle is assigned a status code, which changes as 
the status of the vehicle changes, The MC should become familiar with the fol¬ 
lowing codes as they are referred to in this section and vehide correspondence. 


Code 

Description 

Definition 

Updated By 

100 

Regular sold 

Sold by leasing company 
via wholesaler 

Fleet Operations 

110 

Employee sale 

Sold to RJRT employee or 
to third party via ValueBuy 
program 

Fleet Operations 

120 

Total loss 

Disposed of for salvage - 
insurance settlement 
finalized 

Fleet Operations 

130 

Stolen/unrecovered 

Stolen/not recovered 
within 30 days - insurance 
settlement finalized 

Fleet Operations 

200 

Individual assigned 

Assigned to employee 
authorized to have 

Company vehicle 

Field Sales 

210 

Division Office 
assigned 

Assigned to Division 

Office for use by various 
employees for rack 
installations; Region Office 
has designated authorized 
allotment for each Division; 
increase requires Area 

Office approval and update 
of table by Fleet 

Field Sales 
and 

Fleet Operations 

220 

Vacant pending 
replacement 

Updated automatically in 

Car Master Systenvwhen 
employee is inactive in HR1S, 

Field Sales 
and 

Fleet Operations 
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Changing Vehicle 
Assignment 


vehicle becomes vacant; 

Fleet will work with Field 
Sales personnel to determine 
disposition of vehicle; if true 
vacancy exists. Field Sales 
will be accountable for 
assigning a driver using the 
200 code and employee 
number 

230 Surplus/no Vehicle unnecessary; Field Fleet Operations 

headcount Sales Management wants 

Fleet to dispose of vehicle or 
use It elsewhere 


235 


Being transferred/ 

Vehicle designated for 

Fleet Operations 

reassigned 

transfer/reassignment; Fleet 

and 


will assign 235 code, but 

Field Sales is accountable 

Field Sales 


for changing code to 200 or 
210 when vehicle arrives in 



Division 



240 Pickup notice Fleet requests leasing Fleet Operations 

company to pick up vehicle 
for disposal 

250 To be sold Vehicle left at dealership for Fleet Operations 

wholesaler to pick up (or 
employee/third party is 
purchasing); trade-in unit is 
automatically updated when 
new unit is assigned to driver 


260 Wreck/pending 
resolution 


Vehicle declared total loss; Fleet Operations 
insurance settlement pending 


270 Stolen/pending Fleet is aware vehicle is Fleet Operations 

resolution stolen; must wait 30 days 

before replacing or making 
insurance settlement 


From time-to-time, Division management may decide to change vehicle assign¬ 
ments, Following are the steps to accomplish this task. More than one vehicle 
change may be made at a time and a change must be made when vehicles are 
switched among drivers. 

Changing vehicle assignments allows the Operations Unit to control and enter 
assignment changes for active vehicles that are assigned to an employee, 
designated as Individual assigned (200), Division Office assigned (210), Vacant 
pending replacement (220), or Being transferred/reassigned (235). 
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Vehicle assignment changes can only occur within a Division. Transfers between 
Divisions must be processed by Fleet Operations — the MC should contact them 
as appropriate in these cases. 

To change a vehicle assignment 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type 2 and press [ENTER], 




CAR MASTER SYSTEM 


<CJ 

c_ 

CARf 

14079 

RECDIV 7236 COLUMBIA 
YEAR MAKE STYLE 
88 CKEV BVLLE 

CLASS 

VAN 

** STATUS/DRIVER/LICENSE 

200 INDIVIDUAL ASSIGNED 

0037514 PAJCRSKI E L 

- 

14570 

86 

CKEV 

BVLLE 

VAN 

500 

0073130 

INDIVIDUAL ASSIGNED 
HANCOCK RUSSELL R 

- 

15673 

89 

FORD 

CVS 

SED 

TOT 

0829487 

' INDIVIDUAL assigned 
WHITE MELISSA D 

c 

17684 

90 

CKEV 

PASTR 

VAN 

7CTJ- 

0078062 

‘ individual assigned 

SLAUGHTER ANDREW T 

- 

17752 

90 

DODGE 

DYNS 

SED 

m 

0072687 

" INDIVIDUAL ASSIGNED 
EVANS RONALD E 

- 

17923 

90 

CKEV 

ASCSR 

VAN 

TUB 

0077240 

" INDIVIDUAL assigned 

HOPKINS SANDRA M 

INTER UPDATE 


PF3 MENU 


PF7 

PACE BACKWARD PF8 PACE FORWARD 


2. At the Car Master System screen, [TAB] to each specific vehicle to be changed 
and type C in the first column. The cursor will automatically tab to the STA¬ 
TUS/DRIVER/ LICENSE column. (By deleting the c from the first column, 
status and driver information will automatically reappear.) 

3. Enter the status code 200 for vehicles assigned to an individual or 210 for 
vehicles assigned by the Division Office. 

4. If status code 200 was entered in step 2, type the new driver’s account 
number, vehicle license plate number and license state (e.g., EKL54_SC or 
type the word unknown if license information is not available at time of 
entry), and press [ENTER], If status code entered was 210, delete the 
employee/account number if it exists and press [ENTER]. The [ENTER] key 
updates the information. 
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Example: 


To swap vehicles between E. L Pajerski and Andrew T. Slaughter, type c In 
front of each car number in the first column. At STATUS/ DRIVER/LI¬ 
CENSE, change their employee numbers, and press [ENTER], Screen will 
show new drivers, employee numbers, license plate numbers, and states. 


New Vehicle 

(Prespec) 

Description 


♦ Note: If vehicle status is changed from 200 to 210, information will resort. 

IMPORTANT; Your Region Office has designated an authorized vehicle 

allotment for each Division. An Increase requires Region Office 
approval and table update by Fleet Operations. If you exceed the 
allotment, you cannot assign the vehicle to a Division until the 
Region Office has been in contact with Fleet. 

This function lists each Prespec (vehicle description) number and indicates 

eligible job codes. 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE; prompt, type 3 and press [ENTER]. 
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3. At the Standard Equipment screen, press [PF3] to see new vehicles by 
Prespec screen. Follow screen prompts for additional information. 



43. After SELECT PRESPEC FOR INQUIRY: prompt, type the Prespec number 
to acquire the Standard Equipment screen. 
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5. At the Standard Equipment screen, press [PF9] to see colors. 



6. Available colors are listed. When requisitioning a new vehicle, use the 
numbers listed on the left to indicate your exterior/interior color choice. 


7. Press IPF4J to return to Vehicle Replacement screen. 

_ , z To print Prespcc vehicle descriptions for the driven 

Printing Prespec ^ 

Vehicle Descriptions j. At the Vehicle Replacement screen after SELECT FUNCTION FROM 
ABOVE: prompt, type 4 and press [ENTER]. You will have two print 
options. 


2. To print spccifications/colors for all available Prespecs, press [PF1J. To print 
specifications/colors for a specific Prespec, type the Job Code number after 
SELECT JOB CODE FOR PRINTING and press [ENTER). 

Requisitioning a - Before requisitioning a vehicle, read the following information. 

Vehicle Driver-Paid Options 


The driver can request and pay for extra options not outlined on the approved 
vehicle specifications. However, driver-paid options will be reviewed by Fleet 
Operations for approval and no driver-paid options are authorized for vans. 
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Entering a 
Requisition 


Non-approved driver-paid options include the following; 

Model changes Interior upgrades 

Sunroof Unauthorized power-assisted options 

Engine size Special paints 

Cost of driver-paid options is not available to Fleet until the new model year 
vehicles have been introduced to the public by the manufacturer. Fleet will notify 
the driver of the amount owed as soon as possible. Checks should be made 
payable to R. ]. Reynolds Tobacco Company before taking delivery and 
forwarded to your Fleet Coordinator. 

Alarms 

Alarms should only be requested for Sales Representative vehicles used in high- 
risk assignments. Region Operations Manager approval to Fleet (verbal or 
written) is required icforc Fleet releases the order. 

Retention of Trade-In Vehicles 

Trade-in vehicles may only be kept if Heel is notified before driver takes delivery 
of the new unit. Your request will be reviewed and a decision made based on 
headcount information provided by the Region Office. 

Division Office assigned vans do not have to be replaced when eligible. Fleet 
policy is to utilize a Sales Representative van in good condition with low mileage 
and eligible for replacement and to trade in the high-mileage Division Office van. 
(Briefly, to accomplish this procedure, access Function 6 to cancel the Sales 
Representative van. Access Function 5, select the vehicle number for the old 
Division Office van, specify the average weekly miles for the Sales 
representative, specify the Sales Representative's account number as the different 
driver, and follow remaining prompts.) 

General Information 

Vehicles cannot be kept in service as spares to avoid rental costs. Fleet will make 
every attempt to accommodate vehicle needs for your Division; however, it is not 
cost effective to keep spare vehicles. The number of Division Office assigned 
vehicles should support rack installation requirements. Division Office 
allotments are approved by the Region Office. 

After a vehicle has been specified or canceled, changes can only be made the 
same day. What you specify or cancel will be released to Fleet that night. If you 
have changes after processing, contact your Fleet Coordinator. 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type S and press [ENTER). 

An announcement indicating vehicles eligible for replacement will 
automatically print at your Division. Divisions that do not have any vehicles 
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Vehicle administration 


eligible for replacement will be notified via the Documentation Transporter. 

You will have a 3-week period in which to select and enter the requisition 
into the system. 



1. At the Requisition screen, type x in front of the vehicle number you wish to 
select and press [ENTER], 


Canceling a 
Requisition 


2. Follow screen prompts. 

Cancel a requisition when you want to keep a low-mileage Sales Representative 
vehicle in service, to accommodate approved planned headcount reductions, to 
correct driver information or change Prespec number information for an already 
specified vehicle. 

Canceled requisitions require a note to Fleet explaining the reason for the 
cancellation. 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE prompt, type 6 and press [ENTER]. 
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Changing a 
Requisition 


2. At the Cancel screen, type * in front of the vehicle number you want to 
cancel and press [ENTER], 

If a driver or Pres pec number must be changed, correct it by accessing Function 6 
and canceling the requisition. Next, access Function 5, enter the requisition again, 
and follow prompts. 

If the driver or Pres pec number is correct but you have other changes, access 
Function 7, select the vehicle, select the appropriate change function number, and 
follow the prompts: 

2 AVERAGE WEEKLY MILEAGE (OLD VEHICLE INFORMATION) 

6 COLORS 

7 DRIVER-PAID OPTIONS 

8 SPECIAL ACCESSORIES 

9 SPECIAL DELIVERING DEALER 

To change a requisition: 

1, At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type 7 and press [ENTER]. 
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2. At the Change screen, type X in front of the vehicle number you want to 
change and press [ENTER], 

3. Follow screen prompts to change requisition information. 
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Requisition Inquiry 


To Inquire about a requisition: 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type 8 and press [ENTER], 



Printing a 
Requisition 


2. At the Inquiry screen, type x in front of the vehicle number you want to 
inquire about and press [ENTER). The system will provide you with 
detailed information concerning the requisitioned vehicle. 

Keeping a hardcopy is totally at the discretion of each MG Requisition 
information will remain online until the new vehicle has been flagged as 
delivered and assigned to the Division Office or individual driver. However, the 
on-line information will be reflective of Fleet and manufacturer changes, which 
could be different than your original entry. 

1. At the Vehicle Replacement screen, after S ELECT FUNCTION FROM 
ABOVE:, type 9 and press [ENTER], 

2. At the Print screen, type x in front of the vehicle number you want to print 
(STATUS - REQUISITIONED) and press [ENTER], 

♦ Note Functions 10 through 13 on the Vehicle Replacement screen are not 
available at this time. 
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Vehicle Administration 


- To take delivery of a vehicle, the MC must assign a driver to the new unit 

Assigning Driver to , 

New Vehicle l. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 

ABOVE: prompt, type 14 and press [ENTER], 


VEHICLE REPLACEMENT 

ASSIGN DRIVER 
R£GDIV 2236 COLUMBIA 

VEHICLE STATUS - REPUCE PERIOD 92-02 TO 92-07 

OLD.* *••*•••••••*••• NEW 

SEL VEHICLE VEHICLE DELIVERY 

NUMBER STATUS NUMBER DAT 

14361 TO BE SOLD 20*61 92 0 

14570 REQUISITIONED 20862 

16438 CANC SALES 

20860 REQUISITIONED NO TRADE 20660 
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2. Type x in front of the vehicle number you wish to select and press (ENTER). 






CRM073UN VEHICLE REPLACEMENT 

ASSIGN DRIVER 
RE CD IV 2236 COLUMBIA 

VEHICLE STATUS - REPLACE PERIOD P2-02 TO P2-07 

•••••*•••••• QU) •••••••••••• *•••»••*••*•••• (JEW ••••! 

SEL VEHICLE VEHICLE DELIVERY 

NJHBER STATUS NUMBER DATE STATUS 

X 14370 REQUISITIONED 20862 


&SS | 

.. " 

I 

ill 


3. At the second Assign Driver screen, follow screen prompts. If the driver is 
the same as on the requisition, type Y after WILL THE FOLLOWING DRIVER 
BE ASSIGNED TO NEW VEHICLE prompt. If the new vehicle is a cargo or 
cube van, it will automatically be assigned to your Division. 

Type the new vehicle serial number and vehicle license plate number and 
press (ENTER). If the vehicle serial or license plate numbers are not known, 
type UNKNOWN in those fields. Serial numbers will be verified by Fleet 
Operations and corrected. Vehicle license plate numbers must be entered by 
Field Sales at a later date under Change Vehicle Assignment. 

4. At the second Assign Driver screen, if the driver is not the same as on the 
requisition, type N after WILL THE FOLLOWING DRIVER BE ASSIGNED 
TO NEW VEHICLE? prompt. 

A window will appear with names of employees in your Division authorized 
to drive a vehicle. Type X in front of the designated driver and press 
(ENTER). 

Type new vehicle serial number and license plate number and press 
(ENTER). 

When the new vehicle is assigned, the status of the trade-in vehicle changes 
to To Be Sold (250) and the status of the new vehicle changes to Delivered 
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(200 or 210), 


Special Accessories 


To inquire about special accessories (or vehicles in a specific state: 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
A80VE: prompt type IS and press [ENTER], 



Adding a Note 


2. Under STATE, type the two-character abbreviation for the applicable state 
and press [ENTER], The screen will show special accessories automatically 
ordered for each vehicle within that state. 

Notes are a way of communicating to your Fleet Coordinator any questions or 
comments you may have regarding a particular vehicle during the requisitioning 
period. Once a vehicle has been requisitioned, no notes may be added to that 
vehicle. 


All canceled requisitions require a note. 
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To process a note about a specific vehicle being requisitioned: 


1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type 17 and press [ENTER], 



Note Inquiry 


2. At the Notes screen, type X in front of the vehicle number you have a 

question/comment about and press [ENTER], Type your question/comment 
and follow screen prompts. Fleet Operations will respond to the 
question/comment via DT or telephone. 

This function allows you to view your notes regarding questions or comments 
about a particular vehicle written during the requisitioning period. 


Copyright © R.J. Reynolds Tobacco Company 1993 book III:Materials Cooroinator ■ 9-21 


pure 


ocuments.ucs 


JU/U 


JUUU 


51846 7044 









Issued: 8/93 



Vehicle Administration 


To view your notes about a specific vehicle being requisitioned: 

1. At the Vehicle Replacement screen, after SELECT FUNCTION FROM 
ABOVE: prompt, type 16 and press [ENTER], 


_ . 



2. At the Notes screen, type X in front of the vehicle number corresponding to 
the note you wish to view and press [ENTER], 


♦ Note At the Vehicle Replacement screen, anytime you you wish to return to 
the Reid Office Main Menu, type 99 and press [ENTER], 

T~r 77 .— TZ —7 Reporting an Accident 

Automobile Accident 

Procedures As the Operations Unit vehicle "expert," the MC should understand the guide¬ 

lines regarding accidents. Please read the following closely. 

Accurate and complete reporting of accidents involving a Company vehicle or 
rental vehicle is the responsibility of th e driver, not RfRT Management. 

In an accident that involves another party, the driver should: 

• Immediately call law enforcement authorities to the aeddent scene. 

• Avoid making statements that might be be understood as an admission 
of fault. 

• Avoid making promises/commenls that would obligate RJRTs 
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insurance company. 

• Never personally pay the other party for injuries or property damage. 

All negotiations and settlements should be handled by the applicable insurance 
carriers under the direction of RJRT Fleet Operations and/or RJRN Asset and 
Risk Management Departments. 

The driver should verbally advise the Operations Unit Management that an 
accident has occurred and the driver should call the accident information to 
TelePlus (1-800-7KEMPER or 1-800-753-6737) within 48 hours. (TelePlus hours 
are 7 a.m. to 7 p.m., CST, Monday - Friday. An answering service handles after- 
hours emergency calls.) Management should contact Fleet and the Region Opera¬ 
tions Manager immediately by telephone regarding any accidents involving seri¬ 
ous injury, death, or alcohol/drugs. 

All accidents, regardless of cost, that result in the the following must be verbally 
reported: 

- Physical damage to a rented, leased, or owned vehicle (Exception: Broken 
glass damage only should be repaired through PPH.) 

- Compensation for employee personal injury 

- Second-party liability claims for injury and/or vehicle/property damage 

The driver should be prepared to provide TelePlus with the following basic 
information: 

Insured information 

- COMPANY NAME: RJR Nabisco, Inc. 

- SUBSIDIARY NAME: R.J. Reynolds Tobacco Company/Sales 

- ADDRESS: Division Office address 

- TELEPHONE NUMBERS: Business and residence 

- CONTACT NAME: Driver 

Loss information 

- DATE AND TIME OF ACCIDENT 

- INSURANCE LOCATION CODE: 

Area 1/North Atlantic - 37501 Area 5/Pacific Mountain -37505 
Area 2/South Atlantic -37502 Area 6/Mid-Westem -37506 

Area 4/Mid-Continent - 37504 

- ACCIDENT LOCATION: Address, city, county, state 

- DRIVER; Name, home address, phone numbers 

- COMPANY VEHICLE: Model/make/year, vehicle identification number 

(VIN), license plate number, description of damage 

• OTHER INVOLVED PARTIES: Names, addresses, phone numbers, 
property damaged with description. Insurance information 

- INJURIES: Names, addresses, phone numbers, description of injuries 

- WITNESSES: Names, addresses, phone numbers 
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The driver should request TelePlus to capture the following in the system note 
fields: 


Insurance Cards 


- Notel: Company vehicle or rental vehicle number 

- Note 2: Driver name and employee account number 

A copy of the accident report wilt automatically be mailed to Management at the 
Operations Unit address and to Fleet Operations. For the driver to receive a copy, 
it must be requested at the time the accident is reported to TelePlus. 

Repair Instructions 

TelePlus will assign the claim to an adjuster in the nearest insurance office and 
the driver/manager wit! be contacted within 46 hours. If contact has not been 
made within this timeframe, notify Fleet Operations. 

Per request, the insurance claim adjuster will direct the driver to a reliable facility 
for repair estimates. 

Do not assume that all repairable vehicles will be repaired. Authorization to 
repair a vehicle is the accountability of Fleet Operations. Many factors are 
considered to ensure that a cost-effective repair decision is made. 

The Operations Unit will be advised by the insurance adjuster or Fleet that 
repairs have been approved. A draft for payment to the repair facility will be 
mailed to the Region Operations Manager's attention. 

The driver should not imply verbal consent or sign any work orders or repair 
forms which authorize the facility to begin repair or order parts unless a check 
has been received or your manager has been notified by Kemper or Fleet 
Operations that repairs have been approved. Unauthorized commitments are 
legally binding for RJRT and can be costly. 

The driver and/or Management will be responsible for followup with the repair 
facility for scheduling approved repairs and will ensure completed repairs arc 
satisfactory. 

Employees driving under the Influence of alcohol/drugs, who damage Company 
vehicles, may be held accountable for 100 percent of the repair cost and/or may 
jeopardize their employment. 

Annually, new insurance identification cards are provided for all states. If a 
generic statement is indicated on the cards in lieu of ycar/make/VIN 
description, prior approval has been obtained from the state allowing use of such 
a statement Do not type vehicle information on these cards. It is recommended 
that accident reporting procedures, registration card, insurance card, and PHH 
Service Card be kept in the vehicle glove compartment. 
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Summons, 

Subpoena 


Employee 

Agreement 


Registration and 
Title 


Renewing License 
for Leased Vehicles 


If a summons or subpoena resulting from an automobile acddent is received, 
immediately forward it to the insurance company and Fleet Operations for 
proper handling. 

Employee's Agreement Form 506 is only required for new employees who are 
authorized to be assigned a Company vehicle and must be faxed to Fleet 
Operations (919/741-6238). This agreement form is part of the new-employee 
packet. It is required by Fleet Operations before the MC can assign a vehicle to 
the employee. 

All vehicles acquired for Reid Sales are currently leased through PHH 
FleetAmerica, They must be titled as follows: 

D. L. Peterson Trust 
307 International Circle 
Hunt Valley, MD 21030-1337 

All titles (leased or Company-owned) are maintained in the PHH Title and Tax 
Department. 

When vehicles are relocated and the driver or Division Office state differs from 
the previous state, PHH automatically sends retitling paperwork. For drivers in 
Arizona, California, Colorado, Connecticut, District of Columbia, Florida, Geor¬ 
gia, Illinois, Indiana, Kentucky, Louisiana, Maryland, Massachusetts, Nevada, 
New Jersey, New York, North Carolina, Ohio, Oklahoma, Pennsylvania, South 
Carolina, Tennessee, Texas, Virginia, and Washington, PHH processes any pa¬ 
perwork and forwards plates to the driver. If license plates will expire within 3 
months, request Reet to expedite the refilling package. 

Vehicles must be licensed and titled where they are garaged at night. 

Direct any problems to PHH Title and Tax (410/771-2531). 

License renewal information on leased vehicles will be mailed to the driver or 
Division Office by PHH or the state, depending on state regulations. If the 
renewal notice is not received, take the old registration card, PHH Power of 
Attorney (available from Reet Operations), and Insurance card (if applicable 
within your state) to the Department of Motor Vehicles and advise them no 
notice was received or carry the old plate number along with PHH Power of 
Attorney and insurance card (if applicable in your state). It is the responsibility of 
each driver to renew the license platc/stickcr. Using the excuse that no renewal notice 
was received from PHH or the state is not acceptable to the state as the driver is 
responsible for ensuring proper licensing. Operating the vehicle on expired 
plates/sticker could result in a violation fee, Division Office/drivers should not 
mail renewals to the state as the new plate/sticker will be delayed. The states of 
Connecticut and New Jersey are exceptions and require that vehicle registration 
renewals be handled by mail. 
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Transferring 

Vehicles 


Disposal of 
Company Vehicles 


When vehicles are transferred between Divisions, notify Fleet Operations that the 
vehicle is being transferred /reassigned. Forward the vehicle file to the new 
Division and place the PHH Service Card in the vehicle glove compartment. 

When vehicles are being picked up by an auto auction firm, destroy the PHH 
Service Card and retain the vehicle file in your Division Office per retention 
guidelines. 

Unpurchased Vehicles 

If the driver or a third party elects not to purchase the old vehicle, it should be 
left at the dealership where the new vehicle is delivered. PHH will make 
arrangements to dispose of the vehicle. 

Employee /Third-party Purchase 

To expedite the sale of Company vehicles to an employee or third party, RJRT 
has contracted for PHH to handle all sales via their ValueBuy program. The 
following procedure will be implemented at the time the used vehicle is to be 
replaced: 

1. A price quote to purchase the used vehicle will be automatically sent to the 
driver by PHH in all states except Ohio. Ohio quotes will come from Fleet 
Operations and the purchase will be handled through RJRT on all leased or 
Company-owned vehicles. The driver will have first option to purchase the 
vehicle. If the driver declines the purchase, the vehicle may be sold to any 
interested party, including other employees or a third party. 

2. Employees or third parties will have 15 days to respond by mailing the reply 
to PHH in the envelope provided or FAX their response to Fleet Operations 
(Ohio). 

3. Guidelines have been established with PHH that give the employees or third 
parties a savings should they purchase the used vehicle. 

4. If an employee or third party elects to purchase a vehicle, PHH or Fleet 
(Ohio) will forward additional instructions outlining the steps necessary to 
complete the transaction. 

5. The purchase price will be due the day the employee's new vehicle Is 
delivered. The price of Ihe used vehicle is not negotiable. When the new 
vehicle is delivered, the purchaser will take possession of the old vehicle. 

IMPORTANT; Once delivery is taken on the new replacement unit, RJRT 
ceases to carry insurance on the trade-in/purchascd unit. Li¬ 
cense plates on the old unit should be transferred if applica¬ 
ble or turned in to the Department of Motor Vehicles. 
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Vehicle Administration 

C 


9 


Surplus 


Glass Breakage 


Alarm Repair 


Job Codes 

r _ 

Fleet Operations 
Contacts 


Biweekly Expense 
Report for New 
Vehicle 


Fleet OperaHonj requires notification of surplus vehicles via letter or DT from 
Field Sales Management. Therefore, as the MC is informed about surplus vehi¬ 
cles, contact with Fleet is essential. On notification, an evaluation of the condition 
of the surplus vehicle will be made. Vehicles of high mileage and in poor 
condition will be picked up immediately for disposal by PHH. Vehicles with low 
mileage and in good condition wilt be retained in the surplus inventory for a 
minimum of 90 days in an attempt to obtain maximum usage potential. 

When glass breakage (e.g., windshields or other windows) occurs as a result of 
break-in, vandalism, or minor accident with no body damage, an accident report 
should not be filed through Kemper TelePlus. Have glass repaired through PHH 
Maintenance. 


For glass breakage involving body damage to the vehicle, follow Automobile 
Accident Procedures (given in this section). 

Repairs to alarms on vehicles should be made for high-risk assignments only and 
with the approval of the Region Operations Manager. Coordination of alarm 
repairs should be directed to the local Maxiguard servicing agent or Maxiguard 
(800-323-6601) for vehicles prior to model year 1993. Repair/replacement for 
1993 and later model years should be directed to Tom Nagy, Sales (800-232-4479) 

Job codes authorized/not au thorized to have a vehicle assigned are dictated by 
Home Office Sales. Direct any questions about this to your Sales Region Office. 

Sr. Fleet Representative: 


Jan Farics 919/741-3044 
Coordinators: 


Robin Blakley 
Debbie Hunter 
Lu Ann Boles 

Insurance: 

Debbie Hunter 

FAX number 

DT address 


919/741-6047 

919/741-7602 

919/741-6034 


919/741-7602 

919/741-6238 

FLHT 


Fleet address P.O. Box 1325 

Winston-Salem, NC 27102 

The MC must ensure the driver of the new vehicle is aware of the following 
guidelines. After the new vehicle is delivered, the Sales Representative must 
submit two expense reports - one for the old vehicle and its expenses only and 
one for the new vehicle. 
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Vehicle Administration 


When the new vehicle is delivered, it should immediately be assigned to the 
driver in the Car Master System. The driver's old unit will automatically capture 
the driver's employee number as the previous driver and change the old vehicle 
status to a 240 or 250 code. The MC should enter the vehicle expense on the old 
unit in SHS using analysis code 001. A 30-day window is allowed for entering ve¬ 
hicle expenses on the old unit. 
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Book IV: 

Personnel & Administration 
Coordinator 


This Personnel & Administration Coordinator (PC) handles all tasks associated 
with the processing of employee administration, HRIS, PAF, maintenance, The 
PC is also charged with the responsibility for answering phones, making meeting 
arrangements, and handling travel arrangements. 

The PC is also charged with performing the administrative functions associated 
with Voice-Mail, the Temporary Payment System, and all correspondence. 

CHAPTER 1: APPLICATION PROCESSING.1-1 

Summary.1-1 

Phone Calls Requesting Application. 1-1 

Receiving Resumes. 1-1 

Employee References. 1-1 

Application Flow Tally. 1-1 
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Accessing Reprimand Screen.2-7 

Locating Employee's Social Security or Account Number. 2-9 

Creating a New Reprimand. 2-11 

Inquiring About an Existing Reprimand.. 2-20 

Approving a Reprimand.2-29 
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New Hire Administration. 2-30 
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Making Status Changes.2-63 

Making Other Changes....2-82 
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Emergency Contacts - Do's and Don'ts.2-85 

Balancing Transactions.. 2-86 

Requesting PAFs.2-86 

Entering Sales Bonus Information. 2-89 

Prorating an Employee Account.2-93 

Employee Job Change.2-94 
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Summary.3-1 

New Funds/Increase to Current Funds.3-1 
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Summary. 4-1 
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Fielding Complaints.. 

Calls to Home Office in Winston-Salem. 


4-1 


4-1 

Handling Claims..4-17 

Voice Mail.4-17 

UsingInfoMail. 4-17 

Quick Reference Summary.4-18 

CHAPTER 5: TRAVEL ARRANGEMENTS.5-1 

Preliminary Activities.. 5-1 

Utilizing American Express Business Travel. 5-1 

Making Travel Arrangements Directly With Hotels.5-2 

CHAPTER 6: MEETING ARRANGEMENTS.6-1 
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Sending a Document...7-10 

Addressing Mail. 7-11 

Status .7-12 

File Cabinet.7-13 

Distribution Lists.7-14 

Sending a Message. 7-15 

Sending a Note. 7-15 

Electronic Mail Directory. 7-16 

Electronic Mail User Defaults.7-19 
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Receiving Faxes. 7-19 

Sending Faxes.7-19 
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Application Processing 



Summary 


The PC is responsible for controlling and handling all application processing in 
the Region. 

Phone Calls Requesting Application 

1. A phone call is received and an RJR application is requested. 

2. PC must inform caller that RJR does not mail out application forms. 

• Advise the individual that they may apply for employment by 
submitting a resumi 

• Cive them the name and address of the Region Operations Manager 

Receiving Resumes 

1. PC receives resume into the Operations Unit. 

2. Resume should be forwarded to the Region Operations Manager for review; 

• If the resume is unsolicited and addressed to The Company or To Whom 
It May Concern, the Region Operations Manager is not required to re¬ 
spond and can discard the resumd if there is not interest in the individu¬ 
al. 

• If (he resumd is addressed to a specific individual in response to a direc¬ 
tion given over the phone or an employee referral, a sample letter from 
the UR1S book should be mailed to the individual providing one of the 
following directions: 

- Rejecting the individual due to qualifications (sample letter 10) or 

Indicating an interest in the candidate and enclosing an RJR applica¬ 
tion form lo be completed and returned. Sample letter #1. This appli¬ 
cation should remain on file for a period of one year. 

Employee References 

When an employee has identified a potential candidate for employment, they 
should advise the individual to complete a resumt and forward to the Region 
Office. The instructions should also include to address the resume to the Region 
Operations Manager. 

Application Flow Tally 

All potential candidates for employment must be tracked via an Application 
Flow Tally. An applicant is defined as a potential candidate that has completed 
an RJR application for 1456A. 
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Application processing 


1. As RJRT applications are turned in, the Applicant Flow Tally must be uti¬ 
lized to track persons who have completed an RJRT application (sample on 
following page). 

Interviewing 

All interviewing for full-time positions will be administered by the Region 
Operations Manager only. Interviews for part-time personnel should be adminis¬ 
tered at Division/District level. 
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Personnel Systems 


2. The logon screen will be displayed. Enter your logon ID and password and 
press [ENTER]. You will not be able to see what was entered in the PASS¬ 
WORD field. 



LTi 

CO 
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PERSONNEL SYSTEMS 


Logoff Procedures 

1. From any screen, press |PF11 to exit until you receive the CESFIOGOF 
screen. It you are in the reprimand screen, enter 999 in the FUNCTION field 
and press [ENTER] until the CESF LOGOF screen is displayed. 

2. Press [ENTER]. You will be returned to the MSG-10 screen. 

Navigating Around PDS 

Once you have logged on to PDS you will find that navigating around the system 

is remarkably easy. In fact, all you need to know are a few keywords. 

1. For example, if you want to make an address change to an employee ac¬ 
count, enter ADDRESS and the employee social security number in the SE¬ 
LECTION line. 
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2. Press [ENTER]. The system will display the record for this employee. 


P O 5 


EMPLOYEE MAINTENANCE 


pSNOj 123456789 WOOD, HOLLY Corp: 4 Stat: 25 

|ru«t Nam«: HOLLY_ Initial*; Last Name; WOOD_ 

SSNO; 123456789_ Account; 123456,_ 08-18-1986 

Home Addreaa; II WEST SIXTH STREET 10-09-1992 


City; LrNCOtJ^ 
Real donee; USA_ 


Hone Phone; (704) 654-4321 
Work Phone: ____________ 

PDS001S3 Cormund: ___________________________ 10-15-1992 11 :29^ 

Enter-PH — PF7—fF3^-PF4-~PF5- —PF6— -PF7— PFB— PF9"“PF10~PF11--PF12$ 
Edit Exit Read Zoom Updt Prof Hal t'wd Help Comp Aud Lmp) E 





"'STat'e:'' MC 2Ip; 28642 
Province: 


3. While entering the employee's social security number is the fastest way to ac¬ 
cess the record you may also enter as much of the employee name as is 
known in the command line. If more than one employee with this name ex¬ 
ists, a window will be displayed for selection. 
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PERSONNEL SYSTEMS 




4. Press [ENTER] until you see the employee you are looking for and enter the 
number that corresponds to your selection the SELECTION field. 

5. Press [ENTER], The employee record will be displayed. 

6. There are many keywords which the system recognizes. A list of keywords is 
available by pressing [HELP) and selecting ihe option Valid Command Line 
Information Types. 

Some of the keywords include: 


NAME 

ADDRESS 

PHONE 

ACCOUNT 

SSNO 

BIRTHDATE 

RACE 

SEX 

VETERAN 

HANDICAP 

EMERGENCY 

SPOUSE 

COMPANY 

LOCATION 

SALARY 

ANNUAL 

RATE 

JOB 

SHIFT 

STATUS 

MARITAL 

SIAP 

EXPATRIATE 

LUMPSUM 

PERFORMANCE 

EMPLOYMENT 

CERTIFICATION 

OTHER 

EDUCATION 

HIRE 

REHIRE 

TRANSFER 

REPRIMAND 
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Issuing and 

Approving 

Reprimands 


if3= 



7. Keywords make na viga ting the system very simple. In fact, it is nice not to 
have to remember a bunch of function numbers, isn't it? If you enter a key¬ 
word not known by the system, an error message will be displayed. Just 
press [ENTER] and try again. 

8. You will be performing some basic operations using PDS so remember these 
keywords: 

♦ REPRIMAND, REVIEW or 510 - These access the screens to be used to 
enter and approve employee reprimands. 


♦ ADDRESS or EMERGENCY - These access the screens to be used to 
change employee addresses and emergency contact information. 


♦ SI AP - This accesses the screen to be used to enter employee bonus infor¬ 
mation. 


This section provides procedures for performing each of the following tasks: 

• Creating a New Reprimand 

• Inquiring on and Making Changes to an Existing Reprimand 

• Approving a Reprimand 

Accessing Reprimand Screen 

1. To access the Reprimand screen, you will need to enter one of the following 
keywords in the SELECTION field and press [ENTER], 

♦ REPRIMAND, REVIEW OR 510-These keywords access the screens to 
be used to enter and approve employee reprimands. 
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PERSONNEL SYSTEMS 


12/02/92 10:42 


Special Reviews - Sale* 


Account: Job: 

Location: 000 Dept; 

Sarvlca Data: 

-•-Llat of Reviews • 

Sal Rev-Date App Att Manager 


Social Security Number: 

Function 510 

Tunc 512 for new review 


PF6 Detail/Modify (Hake selection) 


Refer to the following sections, depending on the task you wish to complete. 
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Locating Employee's Social Security or Account Number 


♦ Note: This procedure may also be used to locate the account number of the 
manager, 


Finding Employee 
Number 


1. If you do not know the employee's social security number or account num¬ 
ber after logging on to the reprimand screen, [TAB] to the FUNCTION field 
and enter 360. 


2, The following screen will be displayed, 


r 




20/22/9? 1Z 2 43 


CLJ360R 


Employ** Nam* 


Soc Sec No Acct Corp Pay Shf Eoc Grp Dopt St 


..... (Mora) .. 

Function: 360 Selection: NEXT ACCT: NEXT ssn: 

NEXT LAST NAME: NEXT^TlRST NAME: ___ 

PF6 - Non RJR only (Add/Chang*/Delate Function) 

PF7 - Employ** Datall (Make selection) Include Inactive Employees?: V 


V. 


7 


3. Type as much of the employee's name as is known in the LAST NAME and 
FIRST NAME fields and press [ENTER). The system will display a list of em¬ 
ployees matching that criteria. Enter the selection number corresponding to 
the desired employee in the SELECTION field and press [PF7], 
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Personnel Systems 


4. The system will display the Personnel Administration System Main Selection 
Menu and the account number of the employee selected will be displayed in 
the ACCOUNT field. 


r 




11:32 10/22/92 

FUNC DESCRIPTION 
002 Selection Menu 
312 Special Ravw Upd 


SELECTION MENU GLJ002R 

SOCIAL SECURITY NUMBER NOT ON FILE 

FUNC DESCRIPTION FUNC DESCRIPTION 

3(0 Emp Inquiry Menu 310 PERFORMANCE I No 

999 Log Off 


FUNCTION: 
ACCOUNT: 77301 




CURRENT USCRGROUP; SALE5D 


J 


5. Enter 510 in the FUNCTION held and press [ENTER] to access the reprimand 
screen again- Refer to the procedures that follow for information on creating, 
inquiring, changing and approving reprimands. 


cn 

H 

co 
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Creating a New Reprimand 

1. Wilh the reprimand screen displayed, enter either the employee's social se¬ 
curity number (enter dashes) or account number in the SOCIAL SECURITY 
NUMBER or ACCOUNT fields and press [ENTER). 


r 

10/15/92 13:04 

Special Review# - Salee 


" "N 

CLJ51OR 

Account: 

Location: 000 

Service Date: 

Job; 

Dept: 

Pay: 


S#1 Rev-Date App Act 

Manager Typ 

Reason 


Social Security Number: 

Selection: 

Account: 

Function 510 

Func 51? for new review 

pre Detail/Modify (Hake 

•election) 

PF1 Help 

y 
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2. If this account has special reviews associated with it, they will be displayed 
on the screen. 

r 


10/15/92 14:39 Special Reviews - sales GLJS10R 


Account: 9876S LEAR, CHANDA Job: 14350 DIV SALES NCR 

Location: 000 FS Field Sales Dept: 4336 Pay: 2 

Service Date: 05-21*1973 

--—-- List of Reviews-----— 

•1 Rev-Date App Att Manager Typ Reason 

1 08-24-1992 4 N 39967 Rep DUCTWR 


Social Security Humbe: _ Account: 98765 

Function 510 

Fane 512 for new review PF6 Detail/Modify (Make selection) PF1 Help 


V. 




Vi 

M 

CX) 

<r* 

'vj 

cn 
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3. To create a new reprimand, enter 512 in the FUNCTION field and press 
[ENTER], The Special Performance Review Update screen will be displayed. 


10/15/92 H:39 Special 

Performance Review Update 

- Salea 

CLJ51SU 

Account; 9876} LEAR, CHANDA 

Job: 14350 DIV 

SALES NCR 


Location: 000 

Dept: 4336 

Pay: 2 


Service Date: 05-21-1973 





Review Type: R Reprimand 

R« a »on S _ 

Manager : _____ 

Review Date: 1D-15-1992 

Approval status: S 

Enter Comnenti(Y/N): Y 

Entered-By: " ~ 

Changed-By: 

Approval*-!: 

Approval -2*. 


Attachment: N Display Form; Print Form; 

PFl Help PF2 Add PF3 N/A PF4 Delate PFS Return (no actlonT 




J 
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PERSONNEL SYSTEMS 


4. With the cursor on the REASON field, press |PF1] for a list of reason codes. A 
window will display allowable codes. 


r 


A 


10/15/92 14:39 Special performance Review Update - Sale* 


Account: 9816$ L 


Location: 000 
Service Data: 05- 

REPRIMAND CODES 


Code Description 

DRUGFW Alcohol/Drug Final Warning 

Review Type: R 

DRUGTM Alcohol/Drug Termination 

Reaaon ; 

ductfw Misconduct Final Warning 

Manager i 

DUCTTM Misconduct Termination 

Review Oat*: 10-1 

DUCTWR Misconduct Written Reprimand 
FALSPW ralalflcatlon rinal Warning 

Approval Statu*: 

Enter Conment*<Y/ 

FALSTM ralalflcatlon Termination 

You may select a reason code by placing 

tnc«r«d-fey: 
Changed-By: 

•X* next to your choice. 

Approval-1; 

Press Enter for continuous scrolling of 

Approval-2; 

PPl Help PF2 

all reprimand reason codes. 

PF5 - Return 


CU51SU 


2 


lnt Form: 
(no actlonf 




J 


5. Press (ENTER! to page through the list until you locate the desired reason 
code. Place an X beside your choice and press (ENTER). The system will dis¬ 
play yourchoice in the REASON field. 

6. Enter the account number of the employee's manager in the MANAGER 
field. 

♦ Note: If you do not know the account number of the manager, you will 
need to exit from this screen by pressing [PF5J. With the first reprimand 
screen displayed, enter 360 in the FUNCTION field. Follow the proce¬ 
dures as described for Locating an Employee Social Security Number or 
Account Number for information on finding the manager's account 
number and returning to this screen. 
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7. To enter comments, make sure a Y is displayed in the ENTER COMMENTS 
field and press |PF2], 

♦ Note The introduction and the concluding remarks of the reprimand or 
termination letter have already been created for you. They will appear at 
the top and the bottom of the printed letter automatically but will not ap¬ 
pear on the screen. For example, the shaded areas in the following letter 
are provided by the system. The comments you enter using the free-form 
comments field will comprise the body of the letter. 

A sample termination letter 


Introduction li ■ 
supplied by the I 
system 


The purpose o! mis report I* 10 document lh« 
ternnnaton ot your employment due 10 your sub¬ 
standard performance relating to tha following. 


You will enter 
the body of the | 
letter using the 
free-form 
comments field 


Conclusion Is ■ 
supplied by the ' 
system 


The comments you type in the tree-form comments 
field will appear in the body ot the letter. 


Based on all of the above, your employment Is 
being terminated effective Immediately. As ol this 
► date I have read and discussed this toport with 
you, and you have been given the opportunity to 
sign the report and attach any comments you may 
have. It Is understood that tha document will be 
placed In your personnel file, and that you will be 
given a copy lor your records. 


Eniolovee Dute__ 

Original to Soles Employment Practices Manager, 

Winston-Salem 

CC: Regional Manager 
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PERSONNEL SYSTEMS 


A sample reprimand letter 


Introduction li ■ 
supplied by the * 
system 


a, 

j)Th* pti-pos* ol Wit t oporl 1 t lo document the 
fcorr active uctixr being Issued lo youdu* to your sub 
standard performance relating to the following: 


You will enter 
the body of the | 
letter using the 
tree-form 
comments field 


Conclusion Is I 
supplied by the • 
system 


The comments you type In the tree-form comments 
field will eppear In the body of the letter. 


Msnagement will assist you In Improving your 
performance to an acceptable level through any 
reasonable means, however, the uBimale 
responslbffiy lor attaining and sustaining an 

accuplabUr level ot performance reel* wsh you 

You are encouraged to seen managersent'a 
assistance whenever* need or question arises 
concerhlnfl your job duties and accountabilities, 
and to taka advantage of the Company’* Employee 
Assistance Program It there are outside leauee or 
concerns which might be negaHvely Impacting your 
performance. 

In ihe event you fad to snow the necessary 
improvement In yout overall job pertoimanoe, you 
wtii be subject to further corrective action, up to end 
including the termination ol your employment. 

As ct ihis dale I have read and Uiwuseed this report 
wsb you. and you have been given the opportunity lo 
sign the report and attach any comments you may 
have. B it undeislood lhal Ihb documenl will tw 
placed In your personnel tile, and that you will be 
grven a copy lor your records. 


Employee Dale_ 

Ordinal lo Salee Employment Practice* Manager, 

Wtostav Salem 

CC: Regional Manager 
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PERSONNEL SYSTEMS 



8. The free-form comments screen will be displayed for entering the comments 
specifically related to this reprimand, 


r 




10/15/92 Comment Screen for LEAR, CHANDA 

Sales Special Review 
Screen 1 


Paging f (PJorward (Black (E)nd 


Update Y (Y}ea (N)o 


V_ J 


9. You may begin by typing your comments on this screen. You may enter up 
to nine screens (which is the equivalent of 3 typed pages) of comments to be 
associated with this reprimand. Note that the comments screen does not op¬ 
erate like a word processor. The information will appear in the letter the way 
you type it on the screen. You will need to observe any special spacing re¬ 
quirements and ensure that your spelling is correct. If you go hack and insert 
comments, the screen will not scroll the remaining information forward — 
you will have to rekey it. 

10. After you have completed information on the first screen and need to go on 
to the next screen, be sure a F is displayed in the PAGING field and a Y in the 
UPDATE field and press (ENTER). A new empty page will be displayed. You 
may continue in this manner up through a maximum of nine screens. 

11. When you have finished your entry, [TAB] to the line just below the last sen¬ 
tence and enter $$$$. This indicates to the system that comments have been 
completed and will eliminate excess spaces in the letter. [TAB) to the PAG¬ 
ING field and enter E to end, Place a Y in the UPDATE field to update the let¬ 
ter with your comments. Press [ENTER]. 

12. The system will display the form letter. 
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TEMPORARY POINT OF SALE ORDER FORM 


WINSTON POINT OF SALE | COMM U |QTY, | NEW "DORAL TASTE" POS 


24" CARO 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


WINSTON STAR8URST 


SALEM POINT OF SALE 


24" CARD 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


PASTER 


CAMEL POINT OF SALE 


24 CARD 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


PASTER 


MULTI BRAND POS 


24" CARD 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


STERLING POS 


24" CARD 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


MAGNA POS 


24" CARD 


RISER CARD 


DUMP BIN RISER CARD 


SHELF STRIP 


MAGNA / STER. CHANNEL 


EXTENDED SMALL PPD 


sum im;-i \Mm>n si wi-oui" 


EXTENDED LARGE PPD 


EXTENDED SMALL PPD 


MISC. SAVINGS POS 


neon starburst 


URGE stiker/monarch 


IK-HM'fl 


IKjUjgl 

mtuai 


16" PLG. MDSR. CARD 


DISPLAY CHANNEL STRIP 


16" PKG. MDSR. TRANS. 


24 PKG. MDRS. CARD 


24" PK. MDSR. TRANS7PRICE 


19" CANOPY CARD 


18 CANOPY TRANSPANENCY 


28“CANOPY TRANSPARANCY 


24" ENHANCED CAN. TRANS. 


36" ENHANCED CAN. TRANS. 


LARGE PPD CARD 


I COMM # |QTY. I TEMP. DISPLAYS] 

■KnnziM; 
iitiim — 

p. P. o. COMPONENTS 


COMM# IQTY. 


LARGE DUMP BIN 


FLOOR BASE 


iKnnnai 


COMM # |QTY irwaj-JiTHYlTTl 


I MgM I 

lEEHI 


DOUBLE SIDED SM. PPD CRD. 


LARGE PASTER 


SHELF STRIP 




SIGN HOLDER 


LARGE FRAME SIGN 


SMALL FRAME SIGN 


TELECOPE UPRIGHT 


SMALL CHANNEL HOLDER 


SKU/PK. I COMM.ft IQTY. 


PPCD SIDE CARD 


OBBLER W/PRICE AREA 


DUMP BIN RISER CARD 


PREM. DISPLAY RISER CARD 


>■11111 

8 » L’l.I.M —i TTn-a—mi 

> ■11 ii i m i 

i————i—— 

I IHHiM — WIRE PCD COMPONENTS | SKLLPK. | COMM.# |QTY. 

p-fUTjU'.M.i 11!11 I 

IKSnaH 


j COMM # |QTY. 

I 

3 

’ I i 


CAMEL 2ND HALF '83 POS 


RU 8 COL OPM TRANS 


RU 16" PK MERCH TRANS 


U 16" PK MERCH CARD 


RU 24" PK MERCH TRANS 


COMM# IQTY. 


IE3MI 


i iniai i 

igsmi 


COMM # 


itmmEan 


RU SMALL PPD CARD 




RU G/M DISPLAY STRIP 


RU OISPLAY CHANNEL STRIP 


i sgEmiEEiia 


RU 19" CANOPY TRANS 


RU 24" ENH CANOPY TRANS 


RU 36" ENH CANOPY TRANS 


1 1 ;u a j w i» j ^ n yj; La 


RU SMALL SIDE CARD 


RU HORIZ D/F TRANS 


iKUIHSI 


‘•IDENTIFY A SHIP TO LOCATION BELOW 


DIV./DIST.OFFICE # 


111WM ffEPI? 

I COMM » lQTY.1 


lEnai 


\inwui ii-u lounviu i oi vl • 


WOBBLER 


DISPLAY CHANNEL STRIP 


24" PKG. MDSR. CARD 


DBL SIDED SM. PPD CARD 


LARGE PPD CARD 


OBL SIDED 19" CANOPY CRD. 


DUMP BIN RISER CARD 


PREM. DISP. RISER CARD 


\ COMMW| 

pan H'^i 


QTY. 


B1G1FSTARBURST 


l »PTTTM 

I KIlill , 

>KHZEBI 

I KTTl'if l 

i kimiui i 

ssKinaji! 

IMTimHI 


E’DAY LOW PRICE PK. STICK. 




TERRITORY# 


STORAGE SHED OR OTHER: 


ATjT'J PAT IVE.TKO WITZ 
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LIST OF SHIP TO POINTS 


51846 7083 


LOCATOR SHIP TO ADDRESS FOR POINT OF SALE 


RENEHAN 

METZ 


fULADELPHIfi 

JOHN P. 

GAIL 


EGION 

RSM 61183 I 1300 XX 
AS 73094 1300 XX 


GOODMAN 

BERKOWITZ 

SCHMIDT 

YOST 


MARK J. 
PATRICiA 


ROM 

53312 

1310 

XX 

N/A 

AS 

77924 

1310 

XX 

. ‘ N/A‘ 

AA 

57638 

‘1310 

XX 

N/A 

SFS 

828837 

1310 

XX 

N/A‘ 


GILOTTY 

MILLER 

HERLIHY 

BRANDT 

BUEHLER 

CAREY 

CUSSATT 

GALLAGHER 

GIVENS 

KINNEY 

MISOAVAQE 

PAGE 

RUSCZYK 

8PAOONI. 

WALSH 

KERR h/t (Jrdwjer 

STOUDT 

SNYDER 

MONAHAN 

MULRAIN 

OtENICK- 


PAUL J._ DM 

STEVEN A. TAD 

JAMES D. SAM 

It SR 

SIl'Kldl ASR 

STAN /|, ASR 

A/'lki'i> , | ASK 

E,h>fU M SR 

Rn liniuJ ASR 

WILLIAM SSR 


i« nrv office mo corporate owe. 


J *\.U ... 
Ar/HWrJij 

M -jl e£.f 3 ._v- 

GWSN—— 

DIANA L._ 

T. E. 

M. 


tS34»V OFFICE 280CORPORAI6 DRIVE. 

[ REAONO. PA 19804 __ 

" liiiav brriCE- tbogorporaie drive, 

1 REAOjNO. PA_18*TS 

•324 £W OFFICE M0 CORPORATE OWE, 

_ W« qw. w 1*805 * _____ 

•ecuwrv SELF 8TORAGE UMT »S». M4 
ROWtRSICWH RU . 1 ANCA8IER. PA . 17801 
MONTAGE TOBACCO. 832 OAVW ST , 8CRANI0N. 


1224 OAT OFFICE 280 CORPORATE DRIVE. 
REAONO.PA 18804 

1224 ON OFFCE- 280 CORPORA IE DWVE, 
RFMMIMina 

1224 OV. OFFICE 280 CORPORATE OWE. 
REAOMO.PA 18808 


Al*AO J 17 *80 0384 
MSSEnCL 4CAIL 
MCMIII7 842 2381 


Mil Eft WHOLESALE. 17 H PINE LANE. 8UMMT 
1*1. PA. 11240 

M8iER»3i ini «iiiii,ir» clmrc.pa. - 

~ CEOMTY SELF STORAGE UMT 08. Maa" ' • 

ROHRERSTOWW RD, LANCASTER. PA , 17801 * 

1224 048 OFFICE 3*0CORPORA IE DRIVE. 
REAOPM.PA 19804 

MONTAOE TOBACCO, 822 OAVJ8 81. BCR AN ION. I 
PA. 18907 4 

1 tusmiKW, ca ixrar. _ 


RC4MERS1CWN 80, LANCASTER. PA. 17801 AlCAO 7l7 880 COBS 
MONTAOE TOBMXO. 822 OAVnai.SCRAinON. MSOEOEL ACML 
PA . 18907 AlCAO 71T 242 2288 

M4LER WMCLE4NE. 17N PME LAIC. SLJMMI 
IR.L, PA. 18240 

MBLEROBT 2008 4IHSI.8I C2AME.PA, 


ASR 55435 
ASR 7M«9 


SRT 827808 
GSW 631318 


GSW 810172 
PS 825745 


~ ,r\olj7PKif FrL-Aci* *i 

1274 P87 OfFltE 280 CORPORA IE ORI VE. 

' ' WP Af dO. PA I9BQ5 _ ~ ~ _ 

MicR-Wsf .>><>'-£■•i»k.«r • 

' JL7J2__ 

c N7A 

C N/A- 

3I4PAP03I COUPONS TO A8RM WAL8N. TERR 


RSCtoa 4 CALL 
At* AO 717 24* 2743 
DELIVER 10BARNW 
HEAR _ 


8CCLJR4TY 8ELF 8IORAOE LMT 428. 1888 
RCARERSTCNVMRO. LANCASTER. PA. 17801 
1224 DIV OFFICE 380 CORPORA1C DRIVE. 
REAMNO.PA 19804 

_ MONTAOE TOBACCO. 832 DAVIS »?„ SCRANTON. 
PA. 19907 

•***>m r»n p. i,C-t x ' 

DrtNAt y%; t Sc_Rii^Ti-«j, *ti I ff.i'o 


MSOEDCL ACML 
AIR AO 717 444 370 
DELIVER TO BARN M 

REAR 


■ tws - 

. ir.AtU^W Tj&rPA.fSTfU-. ____ 

_ 1224 OV. OFFKEJMCQRKIftAlE OWE- _ 

REALMS. PA 18808 

LSiw'ki*{- "3 p*‘ 1 •■ftKsf. — 

ST.CUiR#*. r& .113.70 __ 

1324 OV OFFICE- 280 CORPORATE OWE. 

RCAO«NO l PA 19800 

L MONTAGE TOBACCO! 822 DAWS »T 7 BCRANION. MBOC DEL 4 CALL- 

PA, 18907___ _ AlCAO 717-242 3388 

A-l SELF STORAOE LOOT 430. REEVES l" 


Source: https://www.industrvdocuments.ucsf.edu/docs/vhkvOOOO 

















PERSONNEL & ADMINISTRATION 
COORDINATOR 


I NEW HIRE PAPERWORK 

- Check Social Security Number, make sure not previous employee, 
then call Dot Draper for new employee number. 

Complete information in employment packet and HRIS Form and enter 
into SLRS. 

Send paperwork to Dot Draper via Airborne, copies to Sales Area and 
appropriate Division Manager. 

n PAF and HRIS Maintenance 

Receive information from Division Manager 
Enter into SLRS. 

Print copy of changes and send to appropriate Division Manager. 

HI ADMINISTER VOICE MAIL 

Contact Mary Revish in W*S to add or delete any Voice Mail boxes. 

-IV TRACK HANDHELDS/EQUEPMENT 

Equipment serial numbers are listed by Divisions on a form - make 
changes as necessary when defective equipment is reported. 

Sales Rep calls office after calling Fastech to report defective piece of 
equipment. New equipment is then sent from Operations Div. to Sales 
Rep via UPS with letter of instruction for returning to Norand. 

(Surplus of good equipment is kept in Operations Office.) 

V VEHICLE ADMINISTRATION 

Changes made on SIS (transfer of vehicle, license plate numbers, 
new vehicles, etc.). 

Handling of yearly registration, repair receipts, accident reports, > 

VI MANAGE PAYABLES (TPS) 

Receive bills and place in proper Division file. 

Pay bills once a week. 

TPS Report comes up on printer every Monday morning. Check 
against bills paid and file paid bills. 

TPS Weekly Reports kept in file by the month. 
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VI MANAGE PAYABLES (TPS) -Cont’d. 


Draft book log kept on $500 and $5000 denomination books. 

• Order draft books thru SMS. When received record in draft 
book log. 

* Sales Rep submits form to request books. 

* Books recorded in log and on SIS and sent to Reps with letter. 

• Reps notify me via voice mail of receipt of books. 

Vn MAINTAIN OFFICE SUPPLIES 

Order supplies as needed or when requested by Operations personnel. 

Vm MAINTAIN APPROPRIATE FILE 

All files have been set up on a color coded system. Each Division has a 
different color code and all files by each coordinator are kept in the 
same manner. 

IX E-MAIL 

Pull up E-Mail twice daily and distribute to proper coordinator. 


JU/ U 


JUUU 
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(/ Tobacco Company 


Philadelphia Operations Division 
3 940-A Commerce Avenue 
WUlow Grove, PA 19090 
215-059-8874 
Fax 215-659-0623 


TO: 


Attached is a label for mailing your defective hand-held to Fastech. It should be insured 
for $2,000. Charge up the cost under Postage on your Expense Report. Also enclose the 
attached letter. 

Call Gerry in the Operations Division on Voice Mail (#57638) when the hand-held has 
been mailed and give me your name, division number, and the serial number of your 
defective hand-held which was returned to Fastech. 

Any questions call Gerry in the Operations Division 215-659-6261. 

Thanks! 


“We work for smokers.” 




I 


_ 


_ 
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Fastech, Inc. 

450 Parkway Drive 
Broomall, Pa. 19008 


Re: Damaged Hand-Held 
Serial #_ 

Division #_ 

Sales Rep Name _ 

Sales Rep Acct. # 


The enclosed hand-held is being returned for the following reason: 


Please return the replacement to our Operations Department at the 
above address. 

Thanks for your attention to this matter. 

Sincerely, < 


Gerry Sc hmi dt 

Personnel & Administration 
Coordinator 


gms 


"We work for smokers." 
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Tobacco Company 


Philadelphia Opoatians Division 
3940-A Commerce Avenue 
Willow Grove, PA 19090 
215-659-8874 
Fax 215-659-0623 


PLEASE NOTIFY ME VIA VOICE MAIL (57638) THAT YOU HAVE RECEIVED 
THESE BOOKS. (NAME, DIVISION/DISTRICT NUMBER, EMPLOYEE NUMBER, 
NUMBER AND DENOMINATION OF BOOKS AND DATE RECEIVED.) 

THANK YOU! 



‘‘We work for smokers.” 
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SYSTEMS COORDINATOR 


I. Labor Reporting 



A. 

Removal of Hours from Labor Reporting Mail Box 


B. 

Recording Exceptions from Voice Mail 



1. Pay Roll Alterations Sheet 

2. Worktime Sheet 


C. 

Calculation of Miles for 2 Weeks 


D. 

Entry of Labor Reporting 


E. 

Letters for Adjustments that must be made at W/S 

II. 

Expense Reports 


A. 

Review 


B 

Correct (if possible) 


C. 

Entry 

III. 

Sis Reports 


IV. 

Review Pay Register 


A. 

Print and distribute Preliminary Pay Register 


B. 

Make all corrections 


C. 

Approve Pay Register 


V. 

Chain Pay Register 


A. 

Print and distribute Preliminary Chain Pay Register 


B. 

Make all corrections 


C. 

Approve Pay Register 

VI. 

Contract Maintenance 


A. 

Contracts entered into SIS Accounts 


B. 

Contracts filed in alphabetical order with 7101s 

VII. 

7101 Entry 



A. 

Front and back of 7101 must be filled in 


B. 

New entries may not be made unless accompanied by 
contracts 


C. 

S/C does not make changes that can be done on 
handheld 
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VIII. Review Vending Pay Register 

A. Print and distribute Preiimenary Vending Pay Register 

B. Make corrections 

C. Approve Vending Pay Register 

D. Administer TruCheck 


IX. 


Maintain Appropriate Files 

A. Batch Reports 

B. Manager's Bi-weekly Itinerary Report 

C. Controllable Expense Reports 

D. Part-time Sales Workers Call Report 

E. Part-time Employee Report of Hours 

F. Promotional Specialist Weekly Activity Recap Report 

G. 7101s with Tax Information 

H. Projected Contract Payments Report 

1. Pay Point 

2. Geographical 

I. Retail Order Receipts 

J. Jobber Receipts 
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PRINTALT .XLS 


PAYROLL ALTERATIONS 



-J 

O 

UD 
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Attach Completed Copy with Bi-Weekly Expense and Payroll Report 

Source: httos://www.industrvdocuments.ucsf.edu/docs/vhkvOOOO 
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PART TIME EMPLOYEE REPORT OF HOURS 
DIVISION # \^,?Q , 

EMPLOYEE NAME & NUMBER 
EMPLOYEE SIGNATURE 


3G SJGWED AflCVE 3Y THE EUPLOY^g ) 


}NSTRUCTlQNS:lJPCirCOMPLEnOtt£F YOUR WOMWEE&BUT8EFO 
MIDN1GHTJSUNDAYS, FILL fff TREINFCRMATIOMBELQWppRJHEWORK 
WEEK JUST COMPLETED. 


WEEK ENDING: q 

r f 3 orb 

WEEK ENDING: 


i i 

HOURS 


MONDAY 


MONDAY 

TUESDAY 


TUESDAY 

WEDNESDAY 

x^x 

WEDNESDAY 

THURSDAY 


THURSDAY 

FRIDAY 


FRIDAY 

WEEK #1 TOTAL 


WEEK #2 TOTAL 

WEEK #1 MILES 

q ‘-i 

WEEK #2 MILES 


BI-WEEKLY TOTAL # HOURS 
BI-WEEKLY TOTAL # MILES 


M-jO . 

WWMee/MMou 




P“F1~ : 




REPORTIN' 


-FROM ABINGTON, AMBLER, WILLOW GROVE, CHELTENHAM, ELKINS PARK. HATBORO, 
FEASTERVILLE, JENKINTOWN, WARRINGTON, ROSLYN, OR HUNTINGDON VALLEY 
PHONE: 

659-6112 

•FROM ALL OTHER AREAS OF PENNSYLVANIA AND NEW JERSEY, AND DELAWARE 
PHONE: 

1-800-546-5297 


gamin 


fi -J -4 ' 
* ■ 


Source: httDs://www.industrvdocuments.ucsf.edu/docs/vhkv0000 
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PHILADELPHIA REGIONAL OPERATIONS UNIT ASSESSMENT 


8/16/93 


SYSTEMS COORDINATOR 



RESPONSIBILITY 

Hra/Week 

COMMENTS 

Review Pay Register 

2.20 

28 Hours per Qtr 

Review Vending Register 

1.20 

16 Hours per Qtr 

7101 Entry 

4.00 


Contract Maintenance 

4.00 


Maintain Appropriate Files 

4.00 

Includes filing of Managers Weekly Itinerary and Part-time 
Activity Reports 

Manage Labor Reporting 

8.00 


Enter Expense Reports 

12.00 


Oversee SIS Reporting 

2.00 


Optl-Scan Coordination 

0.00 

Program eliminated 

TOTAL 

37.40 



S60Z. 91? 8 T S 


Page 1 
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Personnel Systems 
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r 




Batch Job Submission 
Batch Jobi can be tubmlttad two ways; 

1) Nighttime submission will submit the job to run after 

6 P.M. Output will bo routed as normal, and would be available 
the next morning. 

2) Prime Shift submission will submit the job Immediately. 

The job will run as soon as resources permit, output will be 
routed aa normal. 

In order to encourage Nighttime aubmlsslon the billing structure 
hat been changed so that Nighuim* jobs will be charged at roughly 
half of Prime Shift jobs. 

For this reason, unlsss there le an lmnedlate buslneas need for a 
job to be run on Prime Shift, Jobs should be submitted Nighttime. 


DO YOU WANT NIGHTTIME SUBMISSION FOR THIS JOB? Y (’Y’ OR ’N'; OR 'C' TO CANCEL) 




J 


16. You will bo returned to the Special Reviews screen. If you printed the letter, 
the message 

JOB XXXX SUBMITTED SUCCESSFULLY 
will be displayed. 

17. After reviewing a hard copy of the printed letter you may make changes to 
the letter by following the procedures on Inquiring and Changing Repri¬ 
mands. 

18. To exit from the Special Performance Review Update screen, press [PF5J. With 
the first Special Performance Review Update screen displayed, [TAB) to the 
FUNCTION field and enter 999. You will be returned to the PDS signon 
screen. Press [PF1] to exit to the CESF LOGOFF screen. Press (ENTER) again 
to return to the MSG10 screen. 
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2. Enter either the employee's social security number (with dashes) or account 
number in the SOCIAL SECURITY NUMBER or ACCOUNT fields and press 
[ENTER], 
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3. If this account has special reviews associated with it, they will be displayed 
on the screen. 


r 




10/15/92 13:04 Special Review* * Sales 


GLJS10R 


Account; 123456 HOOD, HOLLY 
Location; 000 PS Hold Salea 
Servlce Date: 01-19-1991 


Sel Rev-Date App Act Manager 

1 09-20-1992 R N 39969 

2 09-14-1992 A N 39969 

3 09-04-1992 A N 39969 


Job; 14007 PROMOTIONAL SPECIALT 
Dept: 4336 Pay; 2 

' Review* ——————————— 

Typ Rea ion 
Rep PCRTWR 
Rep DRUGTH 
Rep DROCWR 


Social Security Number: 123-45-6769 Selection: _ Account: 123456 


Function 510 

Func 512 for new review PF6 Detal 1 /Modi fy (Make selection) Pfl Kelp 

V_ J 


4. To view the details associated with a reprimand, enter the SEL number that 
corresponds to the reprimand you wish to view in the SELECTION field and 
press (PF6). 
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5. The Special Performance Review Update screen will be displayed. 


r 




10/1 S/92 13:09 Special Performance Review Update - Sale* GLJ515U 


Account: 123*56 WOOD, HOLLY Job! 14007 PROMOTIONAL SPECIAL! 

Location: 000 FS Field Sale* Dept: 4336 Pay: 2 

Service Date: 01-19-1991 


Review Type: R Reprimand 

Ration ; PERFWR Performance written Reprimand 
Manager : 234567 STAN BACK 
Review Dat«: 09-20-1992 

Approval Statu*: R 

Enter Comments(Y/N) : N 

Entered-ByWHSA& 09-23-1 992 14:17 CCC6 34 5678 VffitR, CAffTH 

Changed-By: WHCAB 10-07-1992 13:59 GCC6 4567B9 STEIN, FRANK N 

Approval-1: WHGAB 10-07-1992 13:5B CCC6 456789 STEIN, FRANK 

Approval-2; 


Attachment: N Display Form: Print Form: 

PF1 Help PF? N/A PF3 Update PF4 Delete PFS Return (no actlonf 




J 


6. This screen ind icates the review reason, the employee's manager, the review 
date and the approval status level. On the lower half of the screen, the names 
of the individuals who have entered or changed the reprimand are dis¬ 
played. 


LT 

H 

00 

*> 

cr> 


» 

to 

to 
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7. To view (inquire only) the Idler associated with this reprimand, [TAB) to the 
DISPLAY FORM field, enter a Y (capital Y) and press [ENTER], The system 
will display the reprimand letter. Procedures for editing the letter occur be¬ 
ginning with step 10 of this section. You are advised to review the letter first 
and to print a copy of the letter before making edits. Since the text screen 
docs not scroll forward, if you insert additional comments over existing text, 
you will need the original hard copy of the document to rekey comments on 
subsequent pages. 


TO: HOLLY W. HOOD 

S S N MMyHI 

acct: m<se 

THOM! STAN SACK 

SUBJECT: Performance Written Reprimand 

The purpoie of thla report Is to document the corrective action 
being issued to you dus to your sub-standard performance relating to 
the following: 

Explanatory text goes here. Explanatory text goes here. Explanatory text goei 
here. Explanatory text goes here. Explanatory text goes here. Explanatory text 
goes here. Explanatory text goss here. Explanatory text goes here. Explanatory 
text goes here. Explanatory text goes hare. Explanatory text goea here. Explana* 
tory text goea here. Explanatory text goes here. Explanatory text goea here. 

More explanatory text goes here. More explanatory text goes here. More explanatory 
text goea hero. More explanatory text goes here. More explanatory text goes here. 
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8. Press [ENTER] to page through the letter and return to the Special Perfor¬ 
mance Review Update screen. If you wish to print the form letter, [TAB] to 
the PRINT FORM field, enter Y (capital Y) and press [ENTER]. The following 
screen will be displayed. 


11:06 10/16/92 


Special Parforntnea Form 


Sand Output To: VADER* GARTH 
Printer: moil 
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9. To print the letter, just press [ENTER]. (You do not have to enter anything in 
the FUNCTION field.) The following batch job submission screen will be dis¬ 
played. Note that the default is set to print at night to reduce costs. If you ab¬ 
solutely must review the letter immediately, change the indicator on this 
screen to N. To cancel the print request, enter a C. 


r 




Batch Job Submit*Ion 
Batch job* on bo submitted two ways: 

1) Nighttime submission will aubmlt the job to run after 

B P.M. Output will b« routed aa normal, and would b« available 
tha naxt morning, 

2f Prime Shift submission will submit the job Immediately, 

The job will run as soon as reaourcta permit, output will be 
routed as normal. 

In order to encourage Nighttime aubmlnlon the billing structure 
ha> bean changed to that Nighttime jobi will be charged at roughly 
half of Prime Shift jobs. 

Tor this reason, unless there la an lnnedlate business need for a 
job to be run on Prime Shift, Jobs should be submitted Nighttime. 


DO YOU WANT NICHTTIME SUBMISSION FOR THIS JOB? Y ('Y 1 OR *N'; OR *C' TO CANCEL) 




J 


10. You will be returned to the Special Reviews screen. If you printed the letter, 
the message 

JOB XXXX SUBMITTED SUCCESSFULLY 
will be displayed. 
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Making Changes 


11. You may only make changes to those reprimands which have not already 
been approved by a higher level. Once a reprimand has been approved by 
the Region, Sales Area or Home Office, then it cannot be edited by the Divi¬ 
sion. You may change the review type, reason, manager, review date, ap¬ 
proval status and comments. For example, to change the reprimand reason 
[TAB] to the REASON field. Press [PF11 for a list of reprimand reasons and 
select the reason you wish to change to by entering an X beside your selec¬ 
tion and pressing [ENTER]. 


10/15/92 13:52 Special Performance Review Update - Salea 


Location: 000 PS 
Service Date: 07- 


Review Type 
Reason : PERFi 
Manager ; 3996 
Review Date; 09-2 

Approval Status 
Enter Consents(Y/j 


Cntered-Ry: WHGAB! 
Changed-By: MHGAB 
Approval-1: WHCAB 
Approval-2: 


pri Kelp 



REPRIMAND CODES 

code 

Description 

DRUGFW 

Alcohol/Drug final Naming 

DRUCTM 

Alcohol/Drug Termination 

DUCTFV 

Misconduct Final Warning 

DUCTTM 

Misconduct Termination 

DUCTWft 

Misconduct Written Reprimand 

FALSrW 

Falsification Final Warning 

FALSTH 

Falsification Termination 

I You may iel«ct a reason code by placing 1 

1 'X‘ nekt 

to your choice. | 

Praia Enter for contlnuoua scrolling o t 
all reprimand reason codes. 

PFS - Return 


GLJS15U 
EC I ALT 


C 

C 


lnt Form: 

(no actionr 


V 


J 


12. The system will update the screen with your changes. If you wish to update 
the comments associated with this reprimand, enler a Y in the ENTER COM¬ 
MENTS field and press [PF3J. 

♦ Note: You are advised to have a hardcopy of the comments available be¬ 
fore making revisions to the screen. 

$ Note: The introduction and the concluding remarks of the reprimand or 
termination letter have already been created for you. They will appear at 
the top and the bottom of the printed letter automatically but will not ap¬ 
pear on the screen. For example, the shaded areas in the following letter 
are provided by the system. The comments you enter using the free-form 
comments field will comprise the body of the letter. The example below 
is a termination letter. Refer to the previous section for an example of a 
reprimand letter. 
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IntroductionU i 
supplied by the* 
system 


The purpose of this report b to document the 
terminal ion of your employment due to your sub* 
standard performance relating to the folowlng. 


You will enter 
the body of the 
letter using the 
fwe-form 
comments field 


Conclusion W 
supplied by the 
system 


The comments you type in the tree-form comments 
field will appear in the body of the latter, 


Bas ed on all ©I the above, your employment W 
being terminated effective hi mediately. As oflhb 
• date I have read and discussed this report with 
you, and you have been given the opportunity to 
sign the report and attach any comments you may 
have, it Is understood that Ihte document wflt be 
placed In your personnel fie, and that you will be 
given a copy for your records. 


Employee __Dale _ _ 

Original to Sales Empbymanf Practices Manager, 
Winston-Salem V..; 

CC: Regional Manager 
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13. The free-form comments field will be displayed. 



14. Make edits to comments by keying over or adding to the data displayed. If 
you need additional space, make sure an F is displayed in the PAGING field 
at the bottom of the screen and press (ENTER]. You may page back and forth 
through the comment screens by entering B for Back and F for Forward. 

. ' ~r : | 15. Whenyourentry is complete, you must move to the last line and enter $$$$ 

" - ■ ' to indicate that the review comments are completed. If you are editing com- 

ments that exceed the existing comments, erase the existing $$$$ symbols 
| === ==== and put them on the last line of the new revised comments. This tells the sys- 

■ tern where to place the standardized comments in the form letter, eliminat- 

: . 1 - —■ — - ine any excess space. 

it it pt*o* * and o J r 

" rioommfiH _ 

16. Enter an E in the PAGING field and a Y in the UPDATE field and press 
[ENTER], The system will update the form letter with your changes. The let¬ 
ter will be displayed on line as it will appear in print. Press (ENTER) to re¬ 
view this information. You will be returned to the Special Performance Re¬ 
view Update screen. Note that your name and ID will appear in the 
CHANGED-BY field. 

17. To exit from the Special Performance Review Update screen, press (PF5). 
With the first Special Performance Review Update screen displayed, [TAB] to 
the FUNCTION field and enter 999. You will be returned to the PDS signon 
screen. Press [Pf 11 to exit to the CESF LOGOFF screen. Press (ENTER) again 
to return to the MSG10 screen. 
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Approving a Reprimand 

1. Locate the review for which you wish to enter approvals. A/ter reviewing the 
account, [TAB] to the APPROVAL STATUS field and enter one of the follow¬ 
ing approval codes. 

S - Approval at Division Level 
R - Approval at Region Level 
A • Approval at Sales Area 
+ - Approval at Home Office 

2. Press JPF3J to update this record. The system will display the reprimand let¬ 
ter. Press [ENTER] to page through the letter. You will be returned to the 
Special Performance Review screen where the system will display your name 
and ID in the approval area. 


Spaclal Performance Review Updats - Seles 


Account: 123456 WOOD, HOLLY 
Location; 000 FS Field Seles 
Service Date: 01-19-1991 


Job: 14007 PROMOTIONAL SPECIAL? 

J>ept: 4336 Pay: 2 


Review Type: R Reprimand 

Reeeon ; PERFWR Performance Written Reprimand 
Manager s 234567 STAN BACK 
Review Date: 09-20-1992 

Approval status; R 

Enter Conunente (Y/N) : N 


Approval-1: WHGAB 10-07-1992 13:58 GCC6 

jgjagaw 


iMi'MIl 

456769 STEIN, FRANK 


Attachment: N Display Form: Print Form: 

pri Help PrP »/* Prj Upd*t» prt Delete PP5 Heturn |no ecUonP 


3. You may continue changing and approving reprimands. To exit from this 
screen, press [PF5J. You will be returned to the first Special Performance Re¬ 
view screen. Enter 999 in the FUNCTION field and press [ENTER]. You will 
be returned to the PDS menu. To exit from PDS, press |PF1). The CESF 
LOGOFF screen will be displayed. Press [ENTERJ again to return to the 
MSG-10 screen. 
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The Operations Unit and its Personnel & Administration Coordinator are respon¬ 
sible for processing paperwork for new hires. In each case, Division, Chain or Re¬ 
gion Management has recruited and interviewed new hires, and has extended a 
formal job offer. The PC is charged with handling the paperwork associated with 
the processing of these new full-time and part-time hires. This processing in¬ 
cludes instructing the new hire how to complete forms, serving as the "witness" 
as needed, entering information into PDS and forwarding any administration to 
the Home Office Personnel Department. 

The Region Operations Manager should determine in which cases the Operations 
Unit will handle this new hire paperwork, as which cases Division/Chain/Re- 
gion personnel will process the paperwork. It may not always be reasonable or 
feasible to have new hires travel to the Operations Unit to complete new hire 
forms. In these cases, it may make more sense to have this administrative proce¬ 
dure handled by affected Division personnel. 

«• Nole The selection process must be complete when the new hire arrives at 
the Operations Unit to complete administration. The PC's responsibility is to 
process paperwork, not to make hiring decisions. 

Processing New Hires 

• The minimum age for new hires is 21 years old 

• Individuals may not be employed in any position where they will be super¬ 
vised directly or indirectly by immediate family members within their opera¬ 
tion unit. 

• To ensure the new employee is set up for processing salary and expenses for 
the first week, EMPLOYMENT PAPERS MUST BE SENT TO SALES PER¬ 
SONNEL, WINSTON-SALEM, THE WEEK PRIOR TO THE FIRST WORK 
WEEK. 

• Provided employment papers are received for the current biweekly process- 
cycle, employee account numbers can be retrieved via SES by Thursday of 
the first week of employment. 

• The Operations Unit will be notified of any missing or incomplete employ¬ 
ment documents required for permanent records. 

1. When Management makes a job offer, the Operations Unit and PC 
should be contacted to set up an appointment to process all paperwork. 
Once determined, the Manager should communicate this lime to the new 
hire. 

2. Prior to the appointment, the PC should gather a New Hire Packet. This 
packet contains forms which need to be completed by the new hire. 

• Utilize checklist for processing Filed Sales New Hire and Rehires. This 
checklist assists the PC to ensure all appropriate forms are complete. 


New Hire 
Administration 
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EMPLOYMENT FORMS COMPLETION LIST 

Important? The following forms must be completed arid mailed to your P&A Of least one week prior lo dale employee begin 
wort. Please use check fist below lo ensure forms ore properly completed and moiled. 


Dole Forms Mailed 


Dale Employee Starts Work _ 


□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 


□ 

□ 

□ 

□ 

□ 


□ 


■ 

□ 

□ 














? V 


Field Soles Employee Agreement (Form 104) [ IJ 
Application (Form 1456) 

HRIS New Hire Form (Form 7158) 

Federal W-4 or W4A and ony applicable stole lax forms 
Information for To* Purposes (Form 8822) 

Emp. Invenlion/Confidenhalify Agreement (Form 2396) 

Employee Eligibility Certification Form 1-9 (Form 147) 

Authorization for Automatic Deposit (Form 6281) (2) 

Copy of Birth Certificate 
Copy of Social Security Cord 

Copy of College Diploma or Proof of Degree (if applicable) 

Copy of Military Discharge (Form DD214 • if applicable) 
Acknowledgement of Receipt and Understanding Employee Handbook 
Conditions for P/T, Temporary Employment fForm 5563) 




Application Card, Mulii-Med Insurance (Form 5514] 

Acceptance — Optional Group Life Insurance (Form 3859) OR 
Waiver — Optional Group life Insurance (Form 3862) 
Beneficiary Design • Non-Coninbulion Group life (Form 55 17) 
Dental Expenses Plan Enrollment Card (Form 5401) 


NOTES: (I] Form 104 is critical; no account number can be assigned without a completed and signed form. 
(2] Optional, but Regular and Temporary employees moy request 
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• Certain forms require the PC to serve as a "witness". The PC should re¬ 
view all forms to familiarize themselves with these forms. 

• Certain forms require a Division Management signature: 

For new hires signing paperwork AT THE OPERATIONS UNIT, 
Region Operations Manager's signature will serve as "Division Man¬ 
ager" signature. 

For new hires signing paperwork WITH DIVISION MANAGEMENT, 
the manager should sign all blanks as indicated. 


Ln 

03 

or 

-j 

S* 

CD 
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3. Once alt employment papers are completed per requirements, the PC 
must enter the PDS system to set up new employee information and 
files. Ensure checklist in New Hire Kit is complete before entering PDS. 

Adding a New Hire 

Please follow the guidelines for hiring new employees in the Personnel Policy 
and Procedures manual in the Personnel Administration Section. 


■ Complete The Checklist First... 

Use the checklist in Appendix A for the account numbers and to verify that 
you have collected all mandatory forms. Insert this form in the Personnel File 
with all mandatory forms. You should complete this before making en¬ 
tries In the system. 

■ Obtain Account Numbers... 


To obtain account numbers, please call Dot Draper in Sales Personnel at (919) 
741-2339. 


Adding a New Hire 
to PDS 


1. Logon to PDS. In the selection line, type PDS01 and press [ENTER], The Per¬ 
sonnel Functions menu will be displayed. A window will be displayed re¬ 
questing the employee social security number. Enter the social security num¬ 
ber and press [ENTER], 


, \ 


PDS PDS INQUIRY/UPDATE PDS** 


Func Description Func Description 


1 PDS01 EMPLOYEE MAINTENANCE 

2 PDSO? OPERATOR BALANCE AND RELEASE 

3 PDS03 PDS FUNCTIONAL SECURITY 


Employs* R«trltvil snd Maintenance 
Employ** SSNO: 123456789 

Last Nim«: _ 

First Nsm*: 

PDS 900M 10:02 

Ent*r-PF1—-PF2-PF3-PF4---PFb---pF6—PF7 PF0 PF9—PF10—PF11 — PF12- 

Scl Exit 2oom Help 




7 
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2. An additional window will be displayed indicating that the employee could 
not be found in the system. Press [ENTER] to hire this employee. 


corp: st.t 


Initials: _ Lait Name: 

SSNO: 123456789 Account; 


No employee was aelecled lzom 1 
the active or archive file. I 


Preaa <ENTER> hire this 
employee or *99* to exit. 


PDSOOlsl Command; 

Enter-PFl—PF2—PF3—PF4—-PF5—-PF6- 
Edlt Exit Read loom Lfpdt Prof Bal 


_ 02-19-1993 10:12 

-PF6-PF9 PF10—PF11—PP12— 

Fwd Help Comp Aud Empi 



3. The screen will be similar to the following. You must enter information for 
the employee. 



ENTER INFORMATION FOR NEW EMPLOYEE 
P 0 S EMPLOYEE MAINTENANCE 


SSNO: 123456789 



Initials; Laat Name; 


SSNO: 123456789 Account: 


POSO0153 Command: 

Enter-PFl— PF2---PF3~ -PF4—-PF5—-PF6- 
Edlc Exit Read Zoom updt Prof Bal 


State; _ Zip; 


_ 02-19-1993 10:16 

-PF0 — -PF9-PF10—PHI —PF12— 

Fwd Help Comp Aud Empl 
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4. Following is a sample of a completed screen. Be sure to enter information in 
all fields as shown. You should not enter dashes, periods or commas on this 
screen. Enter all 10 numbers for the telephone like this 9193446543, not (704) 
344^543. 


ENTER INFORMATION FOR NEW EMPLOYEE 
P D S EMPLOYEE MAINTENANCE 


Flrit Njm; NOLLY 


•Y lnitlali: W_ Last Nam*: W00D__ 

SSNO: 12345(709 Account: 123456 


Home Addreae: M SIXTH STREET 


City: LINCODT 


Home Phone: 704344(543 


PDS001S3 Command: 

Enter-Pn-Pf?-tP3-PP4---fF5-~-TP 6- 

Edit Exit Read Zoom Updt Prof B*1 


State: NC Zip: 23412_ 


. 02-19-1993 10:16 

"-Kb---? r9—PFio--prn—pru-- 
Fwd Help Comp Aud Ernpl 
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5. Press [ENTER). The following screen will be displayed. 


r "" " 

ENTER INFORMATION FOR NEW EMPLOYEE 



P D S 

EMPLOYEE MAINTENANCE 

PDSOI 

SSNO: 123*56789 HOOD, HOLLY W 


Corp: stat: 10 


Credit Cards Auto: 

Air: _ Phona: 

Caa: Am Ex: 


Cltltenshlp: 




Language*: _ 

_ 



work Permit: 

Expire*: 



Visa: 

Expire*: 



Pasaport: 

Expire* : 


Expatriate: 

_ Img: __ SIP: _ vsip: 

Accident Ins: 

__ Slcknei* Ins: __ Death: __ 

Travel Allowance: 


Officer Code; 

cwnparty Car: _ 



PDS001SC Cortrntnd: 


_ 02-19-1993 10:22 

Edit Exit 

V 

Updt 

Back Fwd Help 

y 


If the employee is not 6 - ,f this employee is not a US Citizen, type the name of the country in the CITI- 
a US Citizen ZENSHIP field. [TAB) to the VISA field and enter the visa or alien number. The 

number will look like A0123456789. You only need to key A123456789 (in 
other words, leave off the leading zero on the number). This information 
may be located on the Green Card and the 19 (employee verifications form). 
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Enter birthdate and 
emergency contact 
info 


8. Complete the information on this screen. Below is an example of a completed 
screen. The birthdate must be entered with dashes on this screen. The full 
year must also be entered. The phone number should have no dashes or pa¬ 
renthesis. Press IENTER). 


P D S 



EMPLOYEE MAINTENANCE 

PDS01 

S5N0: 

123456709 

WOOD, 

, HOLLY W 

Corp: Stat: 10 


Birth 

Data: 

Race; 

11-11-1960 

W Sex: F Marital Status: 5 Vet: 0 

Handicap: 0 


Spouse 

ssno: 

Birth Date: 



Last 

Name; 

Fl'rir 

Name: 


Emergency Contact: BURL WOOD__ 
Address: 

Phone: J0H55mr 


Relation: FATHER 


POS001S^Command: pp3 -- 02-19-1993 10:25 

Edit Exit Read Updt Bal Back Twd Help Comp Aud Empl 


V. 


J 


ui 

H 

CO 

iP 

CTi 

vl 

M 

M 

cn 
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9. The following screen will be displayed. 


* D S 

EMPLOYEE MAINTENANCE 


PDS01 

SSNO:1234567B9 

WOOD, HOLLY W 

Corp: 

scat: 10 


Education 


Hlghaat Education: _ 

school: 

Subject; ___ 

Next Education: ^ 

School: 

Subjact: __ 

In Prog Education: _ 

S ehool: _ 

Subjact: 

Credit* Required: 

PDS0Q1SE Cownartd: _ 

£nter-m— frj — FTJ : --Tri-'—Pr5 r -- 
Edit Exit Updt 



Yaar; _ 

Earned: 

_ 07-19-1993 10:31 

•--PF7—FTi'--->F5—PF10—Prll—PF12— 
Beck rwd Kelp 




J 


Enter education 
codes 


10. Enter Ihe information as shown in the following example. Refer to the code 
book for the proper education code. You should not enter in college or grad¬ 
uate degrees without a copy of the diploma or proof of degree. Press 
(ENTER]. 


f 

ENTER INFORMATION TOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE 


PPS01 

SSN0: 1234567B9 WOOD, HOLLY W 

Corp; 

stat: 10 

Education 



Hlgheat Education: 14 

School; 

Subject: MU 

Yaar: 197* 



Next Education: Year: 

school; _ 

Subject: _ 


In Prog Education: 

School: _ * 

Subject: 

Credit* Required: _ Earned: 

PDS001SE Command: 


Edit Exit 


updt 


Back Fwd 


07-19-1993 10M6 
W- mO—PFl 1—PF12— 
Help 




J 
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Personnel Systems 


11. The following screen will be displayed. 


( 


A 

ENTER INFORMATION FOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE 


PDS01 

SSNO; 1234567B9 WOOD, HOLLY W 

Corp: 

stit: io 


Prior Employment Source: ___ 

Company from Thru Outlea 


P0S001SD CoimenT: 07^75-1993 10:51 

Enter-PFl —-prj— FP3-~PP4-—PP5—>Pf---Pr7— -PFfl—PF10—Pni--PF12— 
Edit E«it Updt Help 




J 


Enter employment 
source and previous 
employment 


12. Enter the employment source using one of the following codes: 


AD Advertisement 

DR Business Referral 

CA College & University/Alumni Placement 

CR College Recruitment 

CS College & Unlversily/Sludent Placement 

EA Employment Agency 

EM Employment Agency • Minority 

ES Executive Search Flrm/Consultanls 

FE Former Employee 

GF Government Ageney/Federal 

GL Government Agency/Local 

GS Government Agency/State 

PS Professional Societies 

Rl Write In 

RN Employee Referral/Non-Relative 

RR Employee Referral/Relative 

UR Unsolicited Resumd 

Wl Walk In 


Ul 

M 

CD 

CTi 
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PERSONNEL SYSTEMS 


13. Enter employee’s previous employment by entering the name of the compa¬ 
ny, from and through dates and job (e.g., manager, secretary) under duties. 
Press [ENTER], 



Hire Here: 02-19-1993 
Service Dete: 02-19-1953 
Termination Date: _ 

Last Day:__ 

Leave Expire Data: 

Erlaa Date: _ 


PDS001SA Conunand: 

Enter-PFl-PF2- 

Edit Exit Zoom 


02-19-1993 11:04 

-Pf9-PF10--PF1J—PEI2— 

Help Aud 
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Personnel Systems 


Enter status date and 15- In the STATUS DATE field, change the date to the effective date of new hire 
transaction code and make sure correct trans code is displayed. Valid codes are: 

• 101 - New Hire Regular Full Time 

• 109 - New Hire Part Time (general sales worker, promotional specialist. 
Materials Coordinator, part-time secretary) 

• 111 - New Hire Temp Fill In (Sales Rep Temp) 

Press (ENTER). 


( 




VERIFY NEW HIRE 

P O S 

EMPLOYEE MAINTENANCE 


PDS01 

SSNOr 9876S4321 

WOOD, HOLLY W 

Corp: 

Stat: 10 


Page; 1 

Scat us Data Trana Status 


02-02*1993 101 


10 NOW-HIRE REGULAR 

Hire Oat*! 02*02-1993 
Service Date: 02-02-1993 
Termination Date: _ 


Last Day; 
Leave Expire Date: 
Erlaa Data: 


P5?fl01SX CommanHT___ _ __ 02-19-1993 11:04 

Enter-Pf'l-PF2—PF3—PP4 — -PF5—PF6—Pr7---ppa —PF9 — PF10—PP11— PF12 — 

Edit Exit Zoom Back Fwd Help Aud 




J 


16. The system will update the screen with your changes. 


tn 

M 

CO 

Oi 

-J 


kO 
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Personnel Systems 



17. Press [ENTER] again. The following screen will be displayed. 


ENTER RATE TOR NEW EMPLOYEE 

P 0 S EMPLOYEE MAINTENANCE 


SSNO: 9876543?! WOOD, HOLLY W 


Sal Data Ran Annual Prd Iner Rate 




PDS01 


Corp: Statt 10 


t»v: 1 

Pet Pay Compa 


5P5RTO T 


PDS001S8 Coitmand; 02-19-3 993 11:00 

Entar-Pfl-PT?—-1 1 T J - f 1 F 4 — fPS-Pf6-~[>F7-PF{T ; --PP9---pri0--Pri1 — PT12— 

Edit Exit Zoom Back fwd Hal p Aud 
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PERSONNEL SYSTEMS 


Enter Biweekly rate 18. Enter the Biweekly rate in the RATE field and enter the payroll number (2) in 
and payroll number the PAY field as shown below. Press [ENTER]. 


ENTER RATE FOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE PDS01 

SSNO-. 9AHS021 WOOD, HOLLY W Corp: St at: 10 

Page: 1 

Sal Date Ran Annual Prd Incr Rate Pet Pay Comp* 


02-02-1993 


950.00 


PDS001S8 Command: _______ 02-19-1993 11:06 

Ent*r-FFl-PF2---PP3-PF4---PF5-PF6—-PF7-PFB-PP9-PF10--PF11--PF12-- 

Edlt Exit loom Back fwd Help Aud 


V_ J 


19. The job screen will be displayed. 



f 


A 

ENTER JOB FOR NEW EMPLOYEE 

P D 5 EMPLOYEE MAINTENANCE 


PDSQ1 

SSNO: 98765021 HOOD, HOLLY H 

Corp: 

stat: 10 


Page: 1 

Job Date Ran Job Code Title Grade FLSA EEO Tunc EEO Grp St 


M-dJ-mS E &6000000 


Command: _ _ __ 02-19-1993 llTlO 

Enter -PF1-PF2- FF3- PF4 PF5 PF6 PF7 PFB - PF9 -PF10— PF11--PF1? — 

Edit Exit Zoom Back Fwd Help Aud 




Ul 

H* 

00 

vj 
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Enter job number 
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20. Enter the job number in the JOB CODE field. When keying the job number 
always enter the company code (e.g., 004) plus the job code (e.g., 14021) as 
00414021. Refer to example below. Press [ENTER], 
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PERSONNEL SYSTEMS 


21. The location screen will be displayed. 


ENTER LOCATION FOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE 


SSNQ: 987654321 WOOD, HOLLY k 


corp: sut: 10 


Loc Data Ran Location 


Page: 1 

Hra EEO Func St 


PbSpflTSfc Command: 
Enter-PFl — -PF2---PFT^ 
Cdlt Exit Loom 


_ 02-19-1993 IT:15 

-PF7 PF8-—PFl^—PF10—PF11 --PF12 — 

Back Fwd Help Aod 


Enter Division Code 22. Enter the Division number in the LOCATION field and press [ENTERJ. 


ENTER LOCATION FOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE 


SSNO; 987694321 WOOD, HOLLY W 


Loc Data Ran Location Dept Name 



FfaSOOlTEToirriand; 
Enter-PFl—PF2—PP3 — 
Edit Exit Zoom 


PF7 9-1993 1T;15 

Back Fwd Help Aud 
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23. The system will update the screen with your changes so that it will appear 
similar to the following. Press [ENTER], 


NO ACCESS TO HIRE INTO THIS LOCATION 
P 0 S EMPLOYEE MAINTENANCE 


SSNO: 967654321 WOOD, HOLLY W 


loc Data Ran Location 


Paga: 1 

Kra ECO Tunc St 


ff?-~C5-lTS3 l RJRT EVANSVILLE IN -SALES 40.00 0038 4616 


FMBOISTT o S/n anJ; 
Enter-PFl —-PF2-—PfJ-—Ti 
Edit Exit 2oom 


_ 02-19-1993 1T?16 

-pp— pfi—pf9—pfio~pfii~pfij~ 

Back Fwd Halp Aud 



24. The shift screen will be displayed. Press [ENTER]. 


VALIDATE SHIFT FOR NEW EMPLOYEE 


EMPLOYEE KAINTEKANCE 


S5NO: 987654321 WOOD, HOLLY W 


Shift Date Shift 


PQSO01S6 cormand: _____ 02-19-1993 11:16 

Enter-PFI—-PF2 —PF3—PF4-—PF5— PF6— PF7—PF8—P^9-—PF10— PFU— PF12— 
Edit Exit Loom Tran Back Fvd Help Aud 
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PERSONNEL SYSTEMS 


Update System with 
entries 


25. The following screen will be displayed. Press [PF4] to update the system 
with your entries. 


f 


\ 

P D S 

EMPLOYEE RETRIEVAL AND MAINTENANCE 

PDS01 

SSNO: 981654321 

WOOD, HOLLY W 

corp: scat: 10 


Basle: • 

Location: * 

Salary: * 

Job: • 

Shift: * 

Statue: * 

Page: 1 


PDS001S6 Connand; _ 02-l«-l*M 11:16 

Enter-PFl PF2 PF3 PF4 —PFi-PF*--'-?T7—fPfl—fF*—PF10-- PF11—PF12-- 

Edit Exit Zoom Tran Back Fwd Help Aud 




J 


Ln 

Y~* 

00 

<1* 

0^ 

■J 


to 

U1 
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PERSONNEL SYSTEMS 


Verify Information 27. Verify the information on this screen. If it is correct, press [PF12] to go to the 
next employee. 
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PERSONNEL SYSTEMS 


-----—~— Instructions on rehlring employees follow the new hire steps. Again, the solec- 

Processlng Rehlred tion must be complete when the PC begin administrative processing of the indf 
Employees vidual. The following section describes the PDS procedures necessary to add a 

rehire. 


NOTE 


When rehiring, if the employee was previously a temporary fill in or was part 
time and is being rehired as the same, use the same account number they previ¬ 
ously had. If the rehire was a regular, full time employee and is being rehired as 
such, call Dot Draper for a new account number. 

How To Use This Function 


Adding a New Hire 1- Logon to PDS. In the selection line, type PDS01 and enter the social security 
lo PDS number as show in the example below. Press [ENTER], 


f 


PDS INQUIRY/UPDATE 


Func Description Func Description 


1 PDS01 EMPLOYEE MAINTENANCE 

2 PDS02 OPERATOR BALANCE AND RELEASE 

3 PDS03 PDS FUNCTIONAL SECURITY 


PDS900M Selection: PDS01 123456789 02-19-1993 14:17 

Enter-PFl-PT2-PF3-PM—-PFS---Pt'6---PF7~-PF8---PF9---PFl 0--PF11--pri2~ 

Sel Exit Zoom Help 


Ui 

H* 

CO 

t* 

cn 

-J 

to 

-J 
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FIret Name: HOLLY_ Initial!.* W_ Laat Name: WOOD 

SSNO: 123456799__ Account: 1234567B9__ 
Home Addreit; 80 WEST SIXTIETH STREET 


08-18-1986 

11-20-1986 


City: LIHtfcLN State: NC Zip: 27104_ 

Residence: USA Province: _ 

Home Phone: {919) 777-1222 
Work Phone: 

PDS001S3 Command: __ 

Enter-PFl—-PF2-PF3-PF4-PF5-PF6—-PF 7 -PF8-PF9-- 

Edit Exit Read loom Updt Prof Bel Fwd Help 


02-19-1993 14:18 

rei-prii— pf12— 

™ Aud Empl 



Location: 08-18-1986 00445000775 RJRT RiO APPLIED R l 0 

Reason: N Hours: 37.50 


Shift: 08-18-1986 
Salary: 01-05-1987 


PDS001S5 Command:^ 
Enter-PFl— PF2—I 
Edit Exit Read | 


Reason: A Payroll: 3 
Compel 100 


pay Period: WKW Rate: 390.000 
Payroll: 3 Inert 20.000 
Compel 100 Pet: 5.4 


Job: 08-18-1986 445237 


TECHNICAL WRITER-TP 


Reason: N FLSA: N Grade: 3006 

Q 55 PERS FAMILY REASONS 

™ Trane: 326 

_______ 02-19-1993 14:20 

-PF4—PF5 —-PF6 —-PF7 —-PFB—PF9—PF10—PF11—PriJ-* 
Updt Bel Back Fwd Help Par Aud Empl 
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4. The following screen will be displayed. Press [PF5] to rehire the employee. 


EMPLOYEE MAINTENANCE 


SSNO: 123456709 WOOD, HOLLY W 


Corp: 4 stat: 25 


Status Oats Tran* Statu* 


21-22-19^ 5T7 

08-18-1986 103 


HIra Data; 08-18-1986 
Sarvlca Data: 08-18-1906 
Tarinlnation Data: Ob-22-1 98? 

La*t Day: 05-22-190? 
Laava Explra Data: 

Erlaa Data; " """" 


PDS001$A^omman<J7 _ 

Entar-PFl-PF2-PF3—PF4 — 

Edit Exit Zoom 


■_ 02-19-1993 14:21 

IT6—PP7—PFI—-PF9—PF10--PFU--PF12— 
1 Back Fwd HaIp Aud 


Address Information 


5. You will be returned to the address screen. Make any changes to this infor¬ 
mation on this screen, as required and press [ENTER]. 


EMPLOYEE MAINTENANCE 


SSNO: 1234b6709 WOOD, HOLLY W 


Corp: 4 stat: 25 


First Nana: HOLLY 


■Y Initials: W_ Last Name: WOOD_ 

SSNO: 123456709 Account: 123456709 


Home Address: 80 WEST SIXTIETH STREET 


Rssidence: USA 


Horn* Phona: <919)777-1222 


PDS001S3 Command: _ 

Enttr-PFl— PF2—PF3---PF4—-PF5—-PF6- 
Edlt Exit Raad Zoom Ijpdt Prof B»] 


02-19-1993 14:10 
'-PFS-—PF$-— PF10—PF11—PF12— 
Fwd Halp Comp Aud Empl 
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PERSONNEL SYSTEMS 


Citizenship 
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Emergency 


PERSONNEL SYSTEMS 


7. The emergency contact screen will be displayed. Make necessary changes 
and press [ENTER]. 


ente# mroRmiroN 

P D S 


EMPLOYEE MAINTENANCE 


SSNO: 123456709 WOOD, HOLLY 


Birth Data: 11-11-2960 

Race: W Sax: F Marital Status: M Vat: 0 Handicap: 0 


Spouse SSNQ; 
Last Name: 


Emergency Contact: BURL WOOD_ 
Addrass: ~ 

Phone; "1914JT7 7-11 


Relation: FATHER 


Education 


PDS001S4 Comand: ___ 02-19-1993 14:26 

Entar-PFl —-PF2— PP3-—PP4-—-Pri— FFT-.-PEj"— PP9-— PF10—PF11—PF12 — 
Edit Exit Read Updt Bal Back Fwd Halp Comp Aud Empl 


The education screen will be displayed. Make necessary changes and press 
[ENTER]. 


ENTER INFORMATION 
P D S 


EMPLOYEE MAINTENANCE 


SSNO: 123456709 HOOD, HOLLY W 


Highest Education; 63 BACH SCIENCE Year: 1964 

School: 1111 SEREN COL 
Subject: LI9 EDUC 

Naxt Education: _ Yaar: _ 

School: __ 

Subject; 

In Proq Education: 70 MASTER IN PROC Yaar: 

School: 2222 UNIV OF CA 
subjact: L23 ENGLISH 

Cradlt* Required: Earned: 

PDS001SE Command: prj 02-19-1993 14:29 

Edit Exit Updt Back Fwd Halp 
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9. The prior employment screen will be displayed. Always change the source 
code to FE (Former Employee) and make any other necessary changes and 
press [ENTER]. 


Prior Employment 


ENTER INFORMATION 


EMPLOYEE MAINTENANCE 


SSMOs 123456789 WOOD, HOLLY W 


Corp: Stxt: 10 


Prior Employment 


WACHOVIA SERVICES 07-03 08-BS DOCUMENTATION SPCLST 


PDS001SD Command; 

Enter-Pn-PF?- PI 

Edit Exit 


~ 01^-1993 14:30 

pfu— pru— 

K*lp 
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PERSONNEL SYSTEMS 


10. The status date and transaction code screen will be displayed. Change the 
current line date to the new effective date that the employee will begin work. 
Change the trans code to one of the following: 

• 102 - Rehire Regular Full-Time 

• 110-RehirePart Time 

• 112 - Rehire Temp Fill In (Sales Rep Temp) 


VERIFY HIRE 
P D S 


EMPLOYEE MAINTENANCE 


SSNO; 12345e?B9 WOOD, HOLLY W 


Corp: scat: 10 


Status Data Tran* Statu* 


Hire Date: 02-19-1993 
Service Data: 02-19-1993 
Tarmlnatlon Date: OS-22-198? 

Last Day: 05-22-1987 
Leave Explra Date: _________ 

Erlsa Date: ________ 


PDS0D15A CommanBT _ 

Enter-PFl—PF2—FTP^ 
Edit Exit Zoom 


_ __ 02-19-1993 14:33 

-pf?---ppp— prt—mo—prn—mz— 

Back rwd Help Aud 
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11. After making your entries, press [ENTER]. The system will update the screen 
with your changes. Press [ENTER]. 


VERIFY LAST DAY WORKED CHANGE 

P D S EHPLOYEE MAINTENANCE 


SSNO: 1234567B9 WOOD, HOLLY W 


Corp: 4 scat: 10 


Statua Data Trana Statua 


57 ^ 17 ^ 33 ? 177 
05-22-1987 327 
08-18-1986 103 


t'MflOVSA ConwanST_ | 

Eftter-PFl-PF2-PH—-PI 

Edit Exit Zoom 


Hire Data: 07-19-1992 
Service Data; 02-19-1992 
Termination Data: _ 

Laat Day: 

Laava Expire Data: _ 

Erlia Data: _ 


02-19-1993 14:46 

.PH—PPB—PF9-Pri0-PF11-Pn2- 

Back Fwd Halp Aud 
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Salary 


Personnel Systems 


12. The salary screen will be displayed. Enter the new biweekly rate in the RATE 
field and press [ENTER], Enter one of the following pay codes in the PAY 
field: 


• 1 - monthly 

• 2 - Biweekly 

Press [ENTER], 



tn 

CD 

ili 

O* 

-J 

U) 

tn 
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Personnel Systems 


13. The job code screen will be displayed. Enter the job code using one of the fol¬ 
lowing: 


Retail Rep 
Executive Asst 
Admin Asst -FS 
Sec - Fid Sis 
Gen Sec Fid Sis 
Sales Rep - Temp 
Part-Time Sec 
PT Merch Coord 
Prom Specialist 
Gen Sis Worker 


lob Code 


ENTER JOB 
P D S 


EMPLOYEE MAINTENANCE 


SSNO: 12J456TS9 WOOD, HOLLY H 


Corp: scat; 10 


Job Date Ran Job Cod* Title 


02-19-1993 t 
06-18-1996 N 


Pag*: 1 

Grade TLSA EEO Tunc EEO Crp St 


CAL WMTER-TP 30 06 N B 420 325 B30 1 


PtoOOlSS'toiwnanfT: 
Enter-PFl —PF2—FT)— 
Edit Exit Zoom 


_ 02-19-1993 1473? 

-FF7—FF8---K9-'--PF10--Pni~ PF12-- 
Back Fwd Kelp Aud 


❖ Note Be sure to enter the company code as 004 and the job code (e.g., 14007) 
as follows —00414007. 
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Personnel Systems 


14. Press [ENTER]. The location screen will be displayed. Enter the DIVISION 
number in the LOCATION field and press [ENTER], 


Location 


f 



ENTER LOCATION FOR NEW EMPLOYEE 

P D $ EMPLOYEE MAINTENANCE 


PDS01 

SSNO: 98765021 WOOD, HOLLY W 

Corp: 

scat: 10 

Loc Data Ran Location Dapt Nama 

Hra EEO 

P*g«; 1 

Func St 


02-02-1993 


6122 


PDSfi513g~gomman<ii ~~ ___ 02-19-1993 17:15 

Enter-PJ'l-PF2—PF3—PF4---f k F5-—PF6—PF7---PF0—PF9-—PF10—PF11—Pfl2— 

Edit Exit Zoom Tran Back Fwd Help Aud 




J 


15. The system will complete the location information. Press [ENTER], 


U1 

V-* 

CO 

tf» 

O' 

-J 

U) 
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PERSONNEL SYSTEMS 


2 


Shift 


16. The shift screen will be displayed. Press [ENTER]. 


I VALIDATE SHIFT FOR NEW EMPLOYEE 

PDS EMPLOYEE MAINTENANCE pDSOl 


SSNO: 9876!>4321 WOOD, HOLLY M Corps Stat: 10 


Pag*: 1 

Shift Date Shift 


02-02-1993 8 


PDS001S6 Corona nd: ^ 02-19-1993 11;1$ 

Edit Exit 2oom Tran Back Fwd Help Aud 


17. The following screen will be displayed. The asterisks (*) displayed beside 
each type indicate that changes were made to these categories. 


PDS 

EMPLOYEE RETRIEVAL AND MAINTENANCE 

PDSOl 

SSNO: 987654331 

HOOD, HOLLY H 

corp: stat: 10 


Page: 1 


Baalc: 
Location; 

salary: 

Job: 

Shift; 

Statua: 


PDS001S6 Command: _ __02-19-1993 11 :16 

Enter-PFl ---PF2---PF3 PF4 PF9— PF^-^*r7—PFS—■-HS—PF10—PP11—PFl2— 

Edit Exit Zoom Tran Back Pud Help Aud 


V 


J 
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PAF and HRIS 
Maintenance 


18. Press (PF4J to update the screen with this rehire. The Compensation screen 
will be displayed. 


SSNO: 123*56769 WOOD, HOLLY W 


Corp: * St at: 25 


Location: 08-02-1996 00400006122 RJRT RtD APPLIED R t D 

Reason; N Hours: 37.50 


Shift: 08-02-1966 8 


Salary: 01-02-1987 20280 Pay Period: HKW Rate: 390.000 

Reason; A Payroll: 3 Inert 20.000 

Compa: 100 Pet: 5.4 


Job: 08-02-1986 *14021 RETAIL REP 

Reason; N ELSA: N Grade: 3006 


Statue: OS-02-1987 10 


PDS001S5 Command; 

Enter-PFl—PP2—pr3*—Pf*— 
Edit Exit Read Zoom Updt 


MEW-HIRE RECULAR 
Trans: 101 

02-19-1993 14:20 
-Pr6~-pr7---pre—i! , f9---pno—pm--pri 2 — 

Bal Back Pwd Help Per Aud Empl 


19. Press [ENTER] to exit from this screen. You have successfully rehired the 
employee. 


Division/Chain/Region management will periodically forward changes regard¬ 
ing employees within their operating units. Included could be changes in: 


• Location 

• Job 

• Salary 

• Status 


When the PC receives notification of status change, they must logon to PDS. 
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2. Move the cursor to the LOCATION field and press [PF3] to zoom on location 
history. 
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Personnel Systems 


Location 


3. The following screen will be displayed. 

ENTER LOCATION FOR NEW EMPLOYEE 

P 0 S EMPLOYEE MAINTENANCE PDS01 

SSNO: 987654321 WOOD, HOLLY W Corp: Statt 10 

Page: 1 

Loc Data Ran Location Dapt Nama Hra EEO rune St 

5V-03-19ffI R bD40000«4Z4 RJRT TYPE TX DIVISION - SALES 40.00 0038 4614 



FBsotiTsfi "Coiwtand: — 

Ent«r-PFl—PF2—Fra-—fN —-l>F5— : P^ 
Edit Exit Zoom Tran 


02-19-1993 1T:1S 
Back Fwd Help Aud 


V_ J 

4. Make the following entries on this screen: 

• Enter the effective date of the location change in the LOC DATE field. 

• Enter the location reason code in the RSN field. The only valid code is 

“X." 

• Enter the new location (Division number) in the LOCATION field. 
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5. Press [ENTER], Press [PF1] to return to the Compensation screen. 


SSNO: 1?]436719 WOOD, HOLLY H 


Corp: 4 stat: 2 5 


Location: 0B-O>-1986‘ 00400008122 RJRT R<D APPLIED RID 

Ration: N Hour*: 37.SO 

Shift: 08-02-1986 8 

Salary: 01-02-1987 20280 Pay Period: WKW Rate; 390.000 

Ration: A Payroll: 3 Incr: 20.000 

Compa: 100 Pet: 5.4 

Job; 08-02-1986 <14021 RETAIL REP 

Ration: N ELSA: N Crade: 3006 

Statue: 0S-02-19B7 10 NEW-HIRE REGULAR 

Tram: 101 

PDS001S5 Command: ____ 02-19-1993 14:20 

Entar-prl—PF 2 —PTi*—PT4i—PF!>——PH-?F&--Cf>F9-PF10 — PF11 —PF12 — 

Edit Exit Raid 2oom updt Bal Back Ewd Halp Par Aud Empl 


6. Move the cursor to the SALARY field and press [PF3] to zoom on salary his¬ 
tory. 

7. The following screen will be displayed. 
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PERSONNEL SYSTEMS 


Salary 


( 

A 

ENTER RATE FOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE 

PDS01 

SSNO: 98765U21 HOOD, HOLLY W 

Corps Scat: 10 

5*1 Oat* Ran Annual Prd Xncr Rata 

1 

Pet Pay Compa 


12-34-1991 H 13520 BSB 520.000 2 100 

07-03-1991 E 13520 WKW 260.00 5 100 


PDS001S8 Corrr.and: __ 02-19-1993 11:06 

Entar-Prl -pF2---Pf*J-~-PF4 PF5-PF6---PFT PF8 PF9-PE 10—PF11—PF12-- 

Edlt Exit 2oom Back Fwd Help Aud 


V_ J 

8. Make the following entries on this screen: 

• Enter the effective date of the new salary change in the SAL DATE field. 

• Enter the salary reason code in the SAL field and press [ENTER). Salary 
reason codes include: 

- O (alpha O not 0! - part time or temp fill-in 
E - employee regular full time 

• Enter the new Biweekly Salary rate in the RATE field. 

• Enter the pay code In the PAY field. 

9. Press IPF1J toretumtotheCompensationscreen.Placethecursoronthe)OB 
field and press |PF3| to zoom on the job history. 


cn 

CO 

.U 

O' 

t—* 

(a> 
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Personnel Systems 


11. Make the following entries on this screen: 

• Enter the effective date of the new job in the JOB DATE field. 

• Enter the job reason code in the RSN field. Valid codes include: 

- O(alpha 0) -Regular full time 

- Q - Part time or temp fill in 

• Enter the new job number in the JOB CODE field. Remember to enter 
the company number plus the job number (o.g., 00414057). 

12. Press [PF1) to return to the Compensation Screen. 


r 




P D S EMPLOYEE MAINTENANCE PPS01 

SSNO: 123456769 WOOD, HOLLY W Corp: 4 Stat: 25 


Location: 06-02-1986' 00400006122 AJRT R&D APPLIED Rap 

Raaaon; N Houra: 37.50 


Shift: 08-02-1966 8 


Salary: 01-02-1917' 20290 

Raaaon: A 


Pay Parlod; WKW Rata: 390.000 
Payroll: 3 Incr: 20.000 

Coapa: 100 Pet: 5.4 


Job! 08-02-1986' 414021 

Raaaon: N 


RETAIL REP 

flsa: N erada: 3006 


statua: 05-02-1987 10 NEH-HIRE REGULAR 

Trana: 101 

PPS001S5 Command: _____ 02-19-1993 14:20 

Ent ar-PFl-PF2—-PF3*--PF4-PF5—-PF6-PF7—PF8-PF9-PP10—PPll —PF12-- 

Edit Exit Raad loom Updt Bal Back Fad Help Per Aud Empl 




J 


13. Move the cursor to the STATUS field and press [PF3] to zoom to the status 
history screen. 

14. The following screen will be displayed. 
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PERSONNEL SYSTEMS 



Status 


VERIFY NEW HIRE 

P D S EMPLOYEE MAINTENANCE PDS01 

SSNO: 981654321 WOOD, HOLLY W Corp: St»t: 10 

P*g«: 1 

Stat.ua DaL* Tran* Statu* 


57 - 15-1993 m 

07-03-1991 109 50 NEW-HIRE TEMP PART-TIME 

Mira Die*: 02-19-1993 

__ _ Service Data; 02-19-1993 

_ Termination Date: _ 


Last Day; 
leave Expire Date: 
Erlta Data: 


PBSOOlSA, Command: 02-19-1993 11J04 

Enter-PFl—pr2---PF3-—PF4-—PF5— PrF”--PP7— PHT--PF9 — PF10—PF11 — PF12— 
Edit Exit loom Back Fwd Help Aud 


V_ J 

15. Make the following entries on this screen: 

• Enter the effective date of the change in the STATUS DATE field. 

• Enter the transaction code in the TRANS field. Valid codes include: 

545 - Part time to temp (ill in 

- 547 - Temp fill in to reg full time 

- 540 - Part time to reg full time 

- 551-Temp fill in to part lime 

16. Press [PF1] to return the Compensation screen. Note that asterisks (•) are dis¬ 
played by each category. Verify the accuracy and press [PF4) to update the 
system with your changes. 
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PERSONNEL SYSTEMS 


r 




P D S EMPLOYEE MAINTENANCE PDS01 

SSNO: 123456789 HOOD, HOLLY W Corp: 4 Scat: 2b 


Location: 08-02-1986* 00400006122 RJRT RiD APPLIED R * D 

Raaaon: N Hour*: 37.50 


Shift: 08-02-1966 6 


Salary: 01-02-1987* 20210 

Raaaon: A 


Pay Period; WKW Rata: 390.000 
Payroll: 3 lncr: 20-000 

Compa: 100 Pet: 5.4 


Job: 06-02-1986* 414021 

Raaaon: N 


RETAIL REP 

FLSA: N Grade: 3006 


Statue: 05-02-1987* 10 NEW-HIRC RECULAA 

Trana: 101 

PDS00155 Cornuand: __ 

Enter-PFl—PF2-PF3‘—PF4-PP5-PF6-PF7-PF8-PF&-' 

Edit Exit Read Zoom Updt Bal Back Fwd Halp 


02-19-1993 14120 
—PF10—PF11—PF12-- 
Per Aud Empl 




J 


17. You have successfully changed the status of the employee. 


tn 

H* 

CO 

0\ 

-J 

H* 

.F* 

-4 
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Terminallons 


Unfortunately, terminations are an unpleasant fact of life. However, it is critical 
that terminations are handled expeditiously to ensure the accuracy of records. 
Because of the legal ramifications and sensitive nature of these acts, the PC has 
no involvement in the completion of Termination Papers. This activity is under¬ 
taken by the Manager in charge of the work unit. When the PC receives a termi¬ 
nation report, the PDS system must be accessed to accurately update information 
relative to the termination. All regular full-time and Sales Rep temps should call 
in to Dot Draper immediately - ext - 2339, after the solvency check is complete. 


When employees are terminated, you must update the PDS system with this in¬ 
formation. Following are procedures for accomplishing this. 

How To Use This Function 

1. Logon to PDS. In the selection line, type PDS01 and enter the social security 
number. Press [PF8] to page forward until the following screen is displayed. 


EHPLOrEE MAINTENANCE 


SSNO: 1234S6I09 WOOD, HOELT W 


Corp: 4 Stat: 25 


Location: 08-02-1986 00400006122 RJRT RID APPLIED R 6 D 

Ration: n Hours: 37.50 


Shirt: 08-02-1988 
Salary: 01-02-1987 


Job: 08-02-1986 


Raaaon: A Payroll: 3 
Compa: 100 


Status: 05-02-1987 1 

PDS001$5 Command: 

Enter-PFl —-PF2—-PF3 ‘--PlU-- 
Edlt Exit Read Zoom Updt 


Pay Period: WKW Rat*: 390.000 
Payroll: 3 Incr: 20.000 
Compa: 100 Pet: 5.4 


Raaaon: H EISA: N Grade: 3006 


NF.W-HIRE REGULAR 
Trans: 101 

02-19-1993 14:20 

V--PH---PF9 PF9---PF10—PFl 1—PF12— 

Back Fwd Help Par Aud Empl 


2. Place the cursor on the STATUS field and press [PF3] to zoom on the status 
history. 
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Personnel Systems 


3. The following screen will be displayed. 


Status 


f 

VERIFY NEW HIRE 

P D S EMPLOYEE MAINTENANCE 


"s 

PD501 

SSN0: 987654321 WOOD, HOLLY W 

Corps 

stat; 10 

Statu* Data Trana Status 


Page: 1 


02-19 T 199J m 55 

07-03-1991 109 50 NEW-HJRE TEMP PART-TIME 


Hire Date; 02-19-1993 
Service Dace* 03-19-1993 
Termination Date: _ 


Last Day; 
Leave Expire Date: 

Erlsa Date: 


PM001SA Cotmancf? 02-19-1993 11:04 

Enter-PFl-PF2—l»F3~‘ r PF4-PFb-PF6---PF7 PFB PF9-PF10--PF11--PF12-- 

Edlt Exit Zoom Back Pwd Kelp And 




J 


4. Make the following entries on this screen: 

• Enter the effective date of the termination in the STATUS DATE field. 


• Enter the transaction code in the TRANS code field using one of the fol¬ 
lowing codes: 


313 - Self-employment 

- 314-Voluntarily quit 
315 - Family illness 

• 318-Failed to report for work 

- 320 - Ret to school 

- 321 - Relocation 
322 - Health reasons 

- 325 - Transportation problems 

- 326 - Personal family reasons 

- 327-Other 

- 328 - Disability 

338 - Accept other employ 

- 340-Dissat work m 

341 - Dissatopport ^ 

342 - Dissat compen 01 

343 - Dissat hours -j 

- 344 - Dissat suprv £ 

- 345-Dissat f el emp ' a 
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- 346-Dlssat comp pol 

- 348 - Dissat loc 

351 - Unsat perform 

- 352 - Misstate appl 

353 - Rule violation 

354 - Insubordination 

- 357 ■ Dishonesty 
358 - Misconduct 

- 359 - Attendance 
360 - Punctuality 

- 361 - Attend/Punct 
364 - Reduce force 

- 366 - Other invol term 

- 367 - Invol health reasons 

- 371 - Did not report for assignment 

- 400 - Normal retire 

- 401 - Early retire 

402 - Disability retirement 

- 420 - Death - active 

- 421 - Death-inactive 

• Enter the last day worked in the LAST DAY field. 

5. Press [ENTER) twice. Press [PF1] to return to the Compensation screen. 


P t> S EMPLOYEE MAINTENANCE P0S01 

SSNQ: 1234567B9 WOOO, HOLLY W Corp: 4 Stlt; 25 


Location: 00-02-1906 

00400006122 
Reason: N 

RJRT RtD APPLIED R i 
Hours: 37.50 

D 

Shift: 08-02-1906 

8 





Salary: 01-02-1907 

20200 

Reason: 

A 

Pay Period: wkw 
P ayroll: 3 
Compa: 100 

Rate: 
Incr: 
Pet: 

390.000 

20.000 

5.4 

Job; OS-02-1906 

414021 

Reaaon: 

N 

RETAIL REP 

FLSA: N Grade: 

3006 



Status; 02-19-1993 55 

PDS001S5 Conmand: 

Enter-PFl-PF2-PF4—PF5- 

Edit Exit Read loom Updt 


SELF-EMPLOYMENT 
Tram: 313 

C2-19-1993 14:20 
—PP?---PF7---ff0---P7T---PF10--PF11--PF1?-- 
Bal Back Fwd Kelp Par Aud Efnpl 




J 


6. An asterisk (') will be displayed beside the STATUS line indicating that a 
change has been made. Press [PF4] to update the system with this termina¬ 
tion. 
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7. After you have completed the system input, put the original termination re¬ 
port (form 339) in the Personnel folder and send it overnight to Dot Draper 
in Sales Personnel. 


Location Change Only 


When employees change to another location, the PC must change the PDS sys¬ 
tem to reflect this change. 

When employees change to another location, you must change the PDS system to 
reflect this change. 


How To Use This Function 

1. Logon to PDS. In the selection line, type PDS01 and enter the social security 
number. Press [PF8] to page forward until the following screen is displayed. 

_ v 

PDS EMPLOYEE MAINTENANCE PDS01 

SSNO; 12306789 WOOD, HOLLY W Corp: 4 Stall 25 


Location! 0B-O2-19B6 


Shift: 08-02-1986 


00400006122 RJRT RiD APPLIED R i D 
Reason: N Hour*: 37.60 


Salary: 01-02-1987 


202B0 Pay Period; WKW Rate: 390.000 

Reason: A Payroll: 3 Iner: 20.000 

Compa: 100 Pet: 5.4 


Job: 01-02-1986 


414021 RETAIL REP 

Reason: N FLSA: N Grade: 3006 


Status: 05-02-1987 10 


NEW-HIRE REGULAR 
Trans: 101 


PDS001S5 Command: 02-19-1993 14:20 

Enter-PFl— PF2 — PF3‘~ PF4 — PF5 — -PF6---PF7-- -PFB-- -PF9—« PF10—PFU — PFU— 
Edit Exit Read loom Updt Bal Back Fwd Help Per Aud Empi 


V_ J 

2. Place the cursor in the LOCATION field and press [PF3] to zoom on the loca¬ 
tion history for this screen. 



2-74 ■ book IV: Personnel S Administration Coordinator © R.J. Reynolds Tobacco Company 1993 


SoL^ceJnttpsV/ww^ndusWdocument^cs^d^nrsMTkvnm^ 








Issued: 8/93 


Personnel Systems 


2 


3. The following screen will be displayed. 


Location 


ENTER location for nek employee 

P D S EMPLOYEE MAINTENANCE 


SSNO: 987654321 HOOD, HOLLY W 

Loc Data Ran Location Oapt Name 


Pag#: l 

Hr* eeo rune st 


07-03-1591' R QO40OOO4424 RJRT TYPE TX DIVISION - SALES 40.00 0038 4(14 


{'DSOOl^fTCorrriindf 

Enter-PFl-PF2— 

Edit Exit 


_____ 02-19-1993 1T:15 

Pr3---PF4---PFS“ r Pft 7 '--PF7-^> F0"---P7 r 9---Pr 10--PF11—PF12— 
Zoom Tran Back Fwd Help Aud 


V_ J 

4. Make the following entries: 

♦ Enter the date of change in the LOC DATE field. 

• Enter the reason code in the RSN code field. Valid codes include: 

X ■ Different Job - Department reassignment due to assignment to 
different job where the new job is located in a different department 

Z - Same Job - Department reassignment but employee retains prior 
job classification 
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Salary Change Only 


PERSONNEL SYSTEMS 


5. Press [PF1 ] to return to the Compensation screen. An asterisk (*) will be dis¬ 
played beside LOCATION. Press [PF4J to update the screen with your chang¬ 
es. 


PDS 

EMPLOYEE MAINTENANCE 

PDS01 

SSNO; 123456789 

WOOD, HOLLY ¥ Corp: 4 Stat; 25 



Location: 08-02-1966* 0040000(122 IIJRT RlD APPLIED R t D 
Raaton: N Hour*: 37.50 

Shin: 06-02-1986 6 


Salary*. 01-03-1967 


20260 Pay Parlod*. WKW Rata; 390.000 

Ration: A Payroll: 3 Xncr: 20.000 

Cofflpa: 100 pet: 5.4 


Job: 06-02-1986 


414021 RETAIL REP 

Raaaon: N FLSAJ N Crada: 3006 


Statua: 05-02-1987 10 

PDS00155 Connand: 

Entar-PH—PF2 —FP3*--Pr4—-Prr 
Edit Exit Raad Zoom Updt 


NEW-HIRE REGULAR 
Tran*: 101 

_ _ 02-1 9-1993 14;20 

: PF6—PF7-——-PP9 PF10—PF11--PF12 — 

Bal Back Fwd Help Per Aud Empl 


V 


7 


When an employee receives a salary change, you must change the information in 
PDS to reflect the change. 


cn 

CO 

O* 

•-J 

h* 

Ln 

OJ 
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PERSONNEL SYSTEMS 


2. Place the cursor on the SALARY field and press [PF3] to zoom on the salary 
history field. 

3. The following screen will be displayed. 


Salary 


s' 

ENTER RATE FOR NEW 
P O S 

EMPLOYEE 

EMPLOYEE MAINTENANCE 


PDS01 

SSNO: 967654321 

WOOD, HOLLY W 

Corp: 

St at: 10 


1 

Sal Oat« Part Annual Prd Incr Rat* Pet Pay Compa 


12-34-1991 H 13520 BS0 520.000 2 100 

07-03-1991 E 13520 WKW 260.00 5 100 


PDS001S8 Comand: 
Entar-PFl—PF2—■ 
Edit Exit 


02-19-1993 11:06 

•PF3---PF<---Pry---PF6---PF7—-PFfl---PF‘9---PF10 —pm--PP12-- 
2oom BacX Fwd Hi Ip Aud 


V_ J 


4. Make entries in the following fields: 

• Enter the effective date of change in the SAL DATE field. The date must 
be at the beginning of a pay period. 

• Enter the reason code for the salary change in the RSN field. The valid 
code is 

0 - Temporary ■ Increase given to temporary employee when 
adjusting salary rate. 

• Enter the increase amount in the INCR field. 

• Enter the new salary rate in the RATE field. 

• Enler the payroll number in the PAY field. The only valid code is 2 Bi¬ 
weekly. 
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5. Press [ENTER]. Press [PF1 ] lo return to the Compensation screen. 


r 




P D S EMPLOYEE MAINTENANCE PDS01 

SSNO: 123456789 KOOO. HOLLY H Corp: 4 Stat: 35 


Location: 00-02-1986 


Shift: 08-02-1986 


00400006122 RJRT RID APPLIED A i I 
Reason: N Hours: 37.50 


Salary: 01-02-1987* 20200 

Reason: A 


Pay Period: WKW Rat*: 390.000 
Payroll: 3 Iner: 20.000 

Compa: 100 Pet: S.4 


Job: 08-02-1906 414021 

Reason: N 


RETAIL REP 

ELSA: N Grad*: 3006 


Status: 0S-02-19B7 10 NEW-HIRE REGULAR 

Trans: 101 

PDS001SS Command: 

Enter-PFl—PT2— Pr3 r - 1 PP4---Pr5 —PF6 — PH — -PFf^-'-PFS-* 

Edit Exit Read Zoom Updt Bal Back Fwd Kelp 


02-19-1993 14:20 

•prio—prn—pria— 

Per Aud Empl 


V_ J 

6. An asterisk (*) will be displayed beside SALARY. Press [PF4] to update the 
system with your changes. 


Job Change Only 


When an employee receives a job change, the PC must change the information in 
PDS to reflect the change. A job change is considered a change in job title and po¬ 
sition accountabilities. 
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2. Place the cursor on JOB and press [PF3] to zoom on the job history for this 
employee. 
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3 . The following screen will be displayed . 


lob 


ENTER JOB TOR NEW EMPLOYEE 

P D S EMPLOYEE MAINTENANCE POS01 

5SNO: 987654221 WOOD, HOLLY W Corp: Stat: 10 

Pag*: 1 

Job Date Ran Job Code Title Grade ELSA CEO Tunc EEO Grp St 


63-02-1 593 5 bo 41405? 

10-0S-1991 0 0044100? PROMOTIONAL SPECIAL 39 04 N D 418 315 DSO " 


PDSOQ1S9 Cowhand; 02-19-1993 llTlO 

Edit Exit Zoom Sack Ewd Help Aud 


V_ J 

4, Make the following entries on this screen: 

• Enter the date of the job change in the JOB DATE field. 

• Enter the reason code in the R5N field. Valid codes include: 

- L - Lateral 

- O - Other 

Q - Administration (most frequently used) 

- X ■ Rehire 

• Enter the job code in the JOB CODE field. 
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Making Other 
Changes 


5. Press (ENTER). Press (PF1) to return to the compensation screen. 



EMPLOYEE MAINTENANCE 

PDS01 

SSNO: 12345678$ WOOD* HOLLY W 

Corps 4 scat: 25 


Location: 08-02-1986 

00400006122 

RJRT RiD APPLIED ft ( D 



Reason: N 

Hour*; 37.50 


Shift; 08-02-1986 

8 



$» 1 a ry: 01-02-1987 

20280 

Pay Period; WKW Rate: 390.000 



Reason: A 

Payroll: 3 Incr; 20.000 




coapa: 100 Pet: 5.4 


Job; 08-02-1986* 

414021 

RETAIL REP 



Reason: N 

FLSA: N Crade: 3006 


Statu*: 05-02-1987 

10 

NEW-HIRE REGULAR 




Trans: 101 


PDS001S5 Corrmnd: 


02-19-1993 

14:20 

Enter-PFl—-PF2---PF3*--PF4- 

—PF5—PFfi—PP7—PTfl— PP5 —PF10—PF11— 

PF12— 

Edit Exit Read Zoom Updt 

Hal 

Back Fwd Help Per Aud 

Ehipl 

_✓ 


6. An asterisk (') will be displayed beside JOB. Press |PF4) to update the sys¬ 
tem with your changes. 

The following procedures describe how to make other changes on this screen in¬ 
cluding name, address, veteran, and marital status changes. Note that you cannot 
change an employee's name without obtaining a copy of the changed name on 
the social security card. 

How To Use This Function 


1. Logon to PDS. In the selection line, type PDSQ1 and enter the social security 
number. The following screen will be displayed. 


U1 

H 

CO 

*» 

-J 

in 
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f "\ 

P D S EHPLOYEE MAINTENANCE PDSOl 

SSNO: 123456769 WOOD, HOLLY W Corp: 4 Stlt: 25 

Firil Him®: HOLLY_ Initial*: W_ Last Name: WOOD_ 

SSNO: 1234567B9_ Accounts 1234S67B9_ 08-18-1986 

Homo Addr***: 80 WEST SIXTIETH STREET_ 11-20-1986 

City: LINCOLN ' ' 'StataTHc’21p; 27104_ 

Reiidonca: USA Provinca: _ 

Horn* Phona: (919>777-1222 
Work Phont: ^_____ 

PDS001S3 Command: _ 02-19-1993 14:18 

Entar-PFl—PF2— ?T3---Pr<---PP5— PTi—TT7T..ppfl.._pp9 —pfio—PF 11—PF12— 
Edit Exit Raid Zoom Updt Prof Bal Fwd Halp Comp Aud Empl 


V_ J 

2. To change an employee's name, make sure that you have a copy of the social 
security number with the change.fTAB] to the NAME field and key over with 
you changes. 

3. (TAB] to the portion of the address requiring changes and key over the exist¬ 
ing information to make your changes. When you have completed edits to 
the employee name and address, press [PF4] to update the record with your 
changes. Remember, if you do not press [UPDT] your changes will not be 
saved. Refer to Address Do’s and Don'ts in the appendix for information on 
making correct address entries. 
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4. You may also make changes to emergency contact information. Press [PF8] 
to page forward to the next page. You may change the marital status field 
only if you have verification — divorce decree (D), death certificate (W), 
marriage certificate (M), legal separation papers (L). You may change the 
veteran code status only if you have verification — a copy of the DD214 
form.. 


Emergency 


ENTER INFORMATION 

P D S EMPLOYEE MAINTENANCE PDS01 


SSNO: 123450*9 WOOD, HOLLY Corp: Stat: 10 


Birth Data: 11-11-19(0 

Race: W Sax: F Marital Statue H Vat: 0 Handicap: 0 


Spouaa SSNO; 
Last Name; 


Birth Date: 


Flrat Name: 


Emergency Contact: BURL WOOD_ Relation: FATHER_ 

Address; 

Phone: (9i d> 


PDS001S4 Command: 
Entar-PFl—PF2— 
Edit Exit Read 


02-19-1993 14:2* 

■m—m—m— pfio-pfu-pfu- 

Updt Bal Back Fwd Help Comp Aud Empl 


V_ J 

5. Press [PF4] to update the system with your changes. 

6. Once the changes have been made, copies of any documents used for verifi¬ 
cations should be forwarded to Dot Draper in Sales Personnel. 


U1 

CO 

.fcs 

cn 

-J 
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Entering Addresses — Do's and Don’ts 

1. Never enter periods In the address. For example. Post Office should be ab¬ 
breviated as PO not P.O. 

2. Never enter commas in the address. For example, Winston-Salem, NC is in¬ 
correct because of the comma. 

3. If the employee has both a street address and a post office box, always use 
the Post Office Box as the address — not the street address. Never combine 
addresses (e.g., street and PO Boxes). 

4. If the employee lives In an apartment, always list the apartment number 
below the street address. If there is a building or unit number associated with 
this address, list it before the apartment number. 

5. If the employee has a route number associated with his address, always put 
the rou te number before the box number. 

6. Do not put punctuation in the phone number field. The system will do it for 
you. For example (919) 631-4560 is an incorrect entry. The correct entry 
would be 9196314560. 


Emergency Contact — Do's and Dont’s 

1. Enter the complete name (first, middle initial and last name) of the person to 
be contacted. 


Do not use title such as Mr., Mrs., or Miss. 


Enter the relationship of the contact person to the employee, using the fol¬ 
lowing codes. Note that these arc the only allowable codes: 


AUNT 

HUSBAND 

BROTHER 

M-IN-LAW 

B-IN-LAW 

MOTHER 

COUSIN 

NEPHEW 

DAUGHTER 

NIECE 

F-IN-LAW 

NO RELN 

FATHER 

S-IN-LAW 

G-DAUGHTER 

SISTER 

G-FATHER 

SON 

G-MOTHER 

UNCLE 

G-SON 

WIFE 

GUARDN 
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Balancing Transactions The activities noted in the previous pages must be undertaken to update person- 

and Recording Updates nel records in PDS. However, none of these transactions will be officially record¬ 

ed until the number of records updated is "balanced." 

It is recommended the PC balance the transactions at the close the business each 
day. If the PC attempts to log off the system and PDS transactions have not been 
balanced, a warning will appear informing the PC that all PDS updates have not 
yet been balanced. 

Balancing Transactions: 


1. Once you have completed your changes, you must balance the records by 
pressing |PF6], Press [ENTER). The following screen will be displayed. 



2. Add new hires, rehircs, status, termination and salary changes to the count 
and amount fields on the appropriate line. 

3. Verify that the numbers displayed equal the number of changes you have 
made to this point today. Press [PF4] to update the record. 

4. Press [PF6] to return to the Employee Maintenance screen, 

“ ~ ~~Z From time to time, management may request printed copies of employee infor- 

neqUeSIing r ArS mation for persons within their operating units. Also the PC will need to make 

changes to other personnel data not indicated in previous pages. In both instanc¬ 
es, the PC will need to access an on-line system which displays current informa¬ 
tion relative to each employee. 
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1. When you need to make changes to other personnel data, you may request 
this information by pressing [PROF] from the Maintenance screen, 

2. The following screen will be displayed. 


EMPLOYEE MAINTENANCE 


SSNO: 123456789 WOOD, HOLLY W 


Carp} 4 Stat: 2S 


Firat Name: HOLLY 


.Y_ Initial*: W_ U*t Name: hood_ 

SSNO: 1234567*9 Account: 816275 


Hark what you want and prc** <ENTER? 
On)in* Personnel Action form 
Batch Personnel Proflla 


Horn# Phone: (919)725-8357 


PD5001S3 Command: 02-25-1993 07{50 
Entar-PFl—Pr2—PF3—-PFi—pF5—PF6—PF7—prS—PF9—PriO--PFll—PF12— 
Edit E*it Road Zoom Updt Prof Bal Fvd Help Comp Aud Empl 


3. Mark an "X" beside Online Personnel Action Form and press [ENTER]. Note 
that you cannot choose the batch option. 
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4. The following screen will be displayed. 


Acct: 123456 


3SN0: 123456709 WOOD, HOLLY 


1. Salary, Job, and Department Change* 

Job: 443237 SALES REP Loc: 00445000775 RJRT FIELD SALES 


Eff Date: 
New Job : 
New Dept: 


Recommended Increase ---—-- 

Amount Hew Rate Pay Freq Incr \ 


Date Ren 
01-03-1907 A 
OB-18-1906 E 


Salary History 1 
Amount 

20.000 


Rate 

390.000 

370.000 


Incr 4 
5.4 


Approval 1 
PDS001SP 


bate Approval 2 


Date 


Approval 3 Date 

10-15-1992 15:1$ 


5. Press [ENTER] to obtain additional PAF screens. Print the screens for which 

information needs to be revised or copied for management. 

• To make changes, pencil in the details and send to Dot Draper in Sales 
Personnel for entry 

• To communicate current status to management, copy screens and send to 
appropriate manager 

<• Note When personnel are promoted. Management will oflen request a 
current PAF and make all necessary changes relative to salary, job title, 
etc., directly on printed copy. This copy will then be forwarded to Dol 
Draper in Sales Personnel for entry. 
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Entering Sales 
Bonus Information 


Entering Ratings 


♦ Note: The procedures that follow discuss how to use the system but do 
not address company policy. You should be familiar with the SIAP Ad¬ 
ministrative Guideline Handbook before making entries in the system. 

Entering Ratings for an Employee 

1. Logon to PDS. In the selection line, enter SIAP and the employee's social se¬ 
curity number or name. The Sales Bonus Employee Maintenance screen will 
be displayed. 


r 




EMPLOYEE MAINTENANCE 


PDS01 


SSNO: 123-45-6789 WOOD, 
Plan Air: TOB Year: 1992 How 
Prorated Annual Rate: 34424 

HOLLY W 
Added: J Job 

Corps 

Code: 14075 Loc: 

Days Out: _ 

4 Stat; 10 
00400001122 

Target 1* 15.00 “ 




Sales Representative 

Height 

Rating 

Score 

COMPANY FINANCIAL ACF 

7.00 

100.00 

7.00 

COMPANY FINANCIAL BUC 

23.00 

100,00 

23.00 

SHARE Of MARKET FULL PRIC 

20.00 

“ 100.00 

20.00 

SHARE Or MARKET SAVINGS 

10.00 

100.00 

10.00 

MHO'S 

40.00 

100.00 

40.00 


Award: SH4 ««««««< PROJECTED >>»»»»> 100.00 


Actual Award! 

5BP002U Corman31 10-15-1992 15*35 


Entar-pn---pr 2 -—ft3—ph— pr5---pr6---pr7~-pri—iw--pno-rrn—m 


Edit Exit Zoom Updt 


Help NotfM Aud Emp 




J 


Viewing Salary 
Details 


2. This screen displays information about the employee and the plan year. 
Enter the SHARE OF MARKET FULL PRICE. SHARE OF MARKET SAV¬ 
INGS and MBO ratings to calculate the employee's actual award. 

3. If you wish to view more details about the employee's salary, place the cur¬ 
sor on the PRORATED ANNUAL RATE field and press |PF3|. A window will 
display additional information about the job and salary. 


Viewing Historical 
Record 
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4. If you would like to view the historical record about an employee, place the 
cursor on the YEAR field and press [PF3], A window will display the records 
available. Place the cursor on the line you wish to view and press [ENTER] to 
view the record. 


1 SBP History - Plact cursor on Una 

and preas ENTER 

to salact 

— Plan — 

Annual 

Targat 


Aff Year 

Croaa 

Parcant Scora 

Award 

TOB 1992 
TOB 1991 

3291 

12.0 26.4 

1106 






Adding or Viewing 
Commenis 


5. To add or review free-form comments associated with this record, press 
[PFlO]. A screen will display a place for entering comments. When you have 
completed your comments, press [UPDT] to save them and return to the pre¬ 
vious screen. 


Free-form comments 
Field 


r 


A 


P 0 S EMPLOYEE MAINTENANCE 

SSNO; 1234567a9 HOOD, HOLLY 


PDSQ1 

Corp: 4 Stat: 10 


SBP002S3 10-15-1992 15:47 

Entar-Pfl-PF2-PF3-f>P4-PP5-PM—PP7—PF8---PF9—PP10—PF11--PF12-- 

Edit Exit Updt Back 


V_ J 
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Viewing Audit of 
those who have 
maintained this 
record 


6. To view a record of those who have made edits to this record, press [PF111. 
An audit window will be displayed. 


Added: 03-20-199? 11:20:91.7 GSBP100P 
Updated: OS-03-1992 12:27:99.9 XXXXXXXX 
Proj Cron Updated; 

Target Percent Updated: 

Categories Updated; 

Weights Updated: 

Scores Updated: 

Pay Calculated: 

Pay Overridden: 

Paid: 


2-91 


© R.J. Reynolds Tobacco Company 1993 


BookIV: personnel S Administration Coordinator ■ 


51846 7168 









Issued: a/93 



Personnel Systems 


7. When you are ready to make an entry to the ratings on the record, [TAB] to 
the fields and make your entries complying with company policy. The sys¬ 
tem will calculate the projected award for you. You may make adjustments 
to the award or salary based on company policy by keying over existing en¬ 
tries. Press [ENTER] to view the results. 

♦ Note; The company financial portions of the calculation will be entered 
by the home office. You only need to enter the SHARE OF MARKET 
FULL PRICE and SAVINGS and MBO ratings. 


I > 0 S EMPLOYEE MAINTENANCEPDS01 | 


SSNO: 123456189 HOOD, HOLLY H Corp: 4 Stic; 10 

Plin kit: TOB Yur: 1 992 Hoy Add.d: J Job Cod»; 14326 Loc: 00400001122 

Prorated Annual Rata: 40092 _34067 Days Out: 55 

Targat %: 15.00 

DISTRICT MANAGER(DH'SlELM'Sf Haight Rating Score 


COMPANY FINANCIAL ACF 
COMPANY FINANCIAL BUC 
SHARE OF MARKET FULL PRIC 
SHARE OF MARKET SAVINCS 
MBO'S 


7.00 

100.00 

100,00 

7.00 

23.00 

100.00 

100,00 

23.00 

20.00 

100 . ool 


20.00 

10.00 

100.00 


10.00 

40.00 

100.00 

iBBl 

30.00 


Award: 4599 

Actual Award: 1533_ 

SBP002U Command: 

Entar-PFl —PF2-PFD—PT4 — PPS—PP6-- 

Edit Exit Zoom Updt 


<<<<<<<<<<<< CALCULATED »>»»»>» 


______ 10-16-1992 11:20 

- P^B--->r 9^— PP10—PF11 — PF12— 
Kelp Notea Aud Emp 


Updating Entry 


8. When you have finished your entries, press [UPDT] to update the record 
with your changes. 

9. To access another account, enter S1AP in the SELECTION field and the social 
security number or employee name and press [ENTER], To return to the em¬ 
ployee address screen, press [PF12], 


U1 

H-* 

00 

9t» 

O'* 

-J 

M 
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Prorating an 
Employee Account 


1. You may need to prorate an employee account if, for example, the employee 
has missed a consecutive number of days beyond the time allowed by com¬ 
pany policy. To adjust for this occurrence, access the employee record, enter 
the number of days the employee was out in the DAYS OUT field and press 
[ENTER], The system will perform the calculations and prorate the account. 


RECOKD HAS BEEN UPDATED 

PDS EMPLOYEE MAINTENANCE PDS01 


SSNO; 123456789 HOOD, 

, HOLLY 

corp: 

4 St at: 10 

Plan Aff: TOB Year: 1992 How Added: J Job 

Code: 14075 lac 

^00400001122 

Prorated Annual Rate: 34424 
Target 1: 15.00 
Sales Repreaentatlve 

_29251 

Daya Out: E 

I 

Height 

Rating 

Score 

COMPANY FINANCIAL ACF 

7.00 

100.00 

7.00 

COMPANY FINANCIAL 8UC 

73.00 

100.00 

23.00 

SHARE OF MARKET FULL PRIC 

20.00 

100.00 

20.00 

SHARE OF MARKET SAVINGS 

10.00 

100.00 

10.00 

MBO'S 

40.00 

100.00 

40.00 


<<<<<<<<<C<<< PROJECTED »»»»>» 


Award: 088 

Actual Award: __ 

SBPOOJU Command: 

Entcr-PFI - PF2 PH- --l* P (--- P PF6 - P F 7-P F B - 

Edlt Exit Zoom Updt 


JO-15-1992 15:55 

Tmp—mo-mi—rru— 

Halp Notea Aud Emp 


V_ J 


2. Press [UPDT] to update the account with this entry. You may also make 
manual adjustments to prorate the employee's account by entering the pro¬ 
rated salary amount in the PRORATED ANNUAL RATE field. 

3. You may also prora te the employee award based on performance by ad¬ 
justing the figure entered in the RATING field for the MBO. If you enter less 
than 100%, for those who are classified as underachievers based on company 
policy, the system will automatically adjust the score and award amount. If 
the employee is an ovcrachiover, you can enter a figure greater than 100% 
and the system will automatically adjust the score and award amount. 
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Employee Job 
Change 


1. If an employee has changed jobs during the year, a screen listing the jobs the 
employee has held during the year will be displayed. It is important that you 
remember to make entries for ALL jobs. 


r 


a 


EMPLOYEE MAINTENANCE 


PDS01 


SSNO: 501845658 LIMINC, DWICHT J 
Plan Aff: TOB Year: 1992 How Added: J 


Corp: 4 Stat: ID 


Prorated 

Category Annual Rate Target S 


DISTRICT MANAGER(DM'StEL 9629 15.00 

Salea Ropreaentatlve 19023 15.00 


SBP002U 10-15-1992 15:58 
Enter-P PI—PP2—PP3—PP4—PP5—PP6—PP7—PP8—PP9—-PP10—PP11--PP12-- 
Edlt Ealt Zoom Emp 




7 


2. Place the cursor on the first job and press |PF3| to access the details. Make 
entries to this record in compliance with company policy. When entries arc 
completed, press [UPDT] to update the record. 

3. Press [PF2I to return to the screen listing all the jobs and select the next job. 
Press [PF3J to access the details associated with this job and make your en¬ 
tries. 

4. Continue this procedure for all jobs held by the employee throughout the 
year 


U1 

H* 

03 

03 
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Summary 


The Personnl k Administration Coordinator is responsible for the maintenance 
of Field Sales Operating Funds (FSOF) and other financial issues related to the 
Personnel Department. These other issues Include jobber agreements, handling 
of vehicle break-ins and uncollected call-throughs, and assistance with 
processing of Cigarette Excise Tax increases. 

Field Sales Operating Funds are provided to Field Sales employees and are to be 
used ONLY to purchase inventory stock for for appropriate, lawful travel and 
living expenses incurred while on Company business (e.g., gasoline, lodging 
etc.). Fund amounts arc determined by Division and Region Management and 
arc based on the requirements of the employee’s assignment. 


Approved FSOF authorization limits are as follows: 

Management Approval Required * 

Division Up to $5,000 

Region Up to $10,00 

‘Based on TOTAL fund balance assigned to employee 

While Field Sales management retains the financial accountability of auditing 
FSOF for all employees under their direct supervision, the Operations Unit and 
its Personnel & Administration Coordinator are responsible for administration 
and forwarding of properly approved documents to Sales Finance. 

The following procedures must be adhered to when obtaining, assigning, and 
controlling Field Sales Operating Funds. 

- When FSOF are required for new employees or an increase to an employee's 

New Funds/Increase current fund balance is necessary, the Increase Request and Receipt Form #6217 
to Current Funds should be submitted through appropriate levels of management. 

Proper paperwork may be prepared by the PC at the request of appropriate 
management. Regardless of who prepares Form #6217, completed forms will be 
submitted to the Operations Unit for review and submission to Sales Finance. 

A master copy of Form #6217 follows. Instructions for completing the form are 
on the reverse side. 
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MASTER FORM 

R.J. Reynolds Tobacco Company 

Form«U - Rm 2/01 

FIELD SALES OPERATING FUND 
Increase Request and Receipt 


Issue Check To: 

Employee Name_ Account Number 

Amount Requested 1_ Division Number 

(AMOUNT or ChtCK ISSuEOI 

Beginning Fund Balance *_ 

Fund Increase _ 

Ending Fund Balance $_ 


I understand that this Field Sales Operating Fund is to be used by me to purchase merchandise (manufactured by R.J. 
Reynolds Tobacco Company) from distributors at the prevailing wholesale price, and for expenses in conducting other 
Company business. I further understand that I will be accountable for this Rekl Sales Operating Fund. Upon termination 


of my employment with the Company, or whenever otherwise requested by the Company, 1 agree to repay the above 
ending fund balance. ENDORSEMENT OF THIS CHECK CONSTITUTES RECEIPT OF THE FUNDS. 

EmDlovee Slonature Date 

Initiated By: 


APPROVAL REQUIRED 



Approved By: 

NAME 

TITLE/DIVISION 

SIGNATURE 

DATE 

Approved By: 

name ” 

-TITCE'ICWIST'GN 

' SIGNATURE 

BXTE 

Approved By: 

NAME 

llTLE/DIVlilON 

' SIGNATURE 

DATE 


NAME 

TITLE/DIVISION 

SIGNATURE 

DATE 

Reason for Increase (Must Be Completed): 





ui 

“ . — — ■ '■ — ■ — . —' ...— ■■■--- — -- ——— — — 1 1 — M 

CD 

£* 

Original: Sales Finance, Winston-Salem ^ 

NOTE: Incomplete forms will be returned to the Initiator lor completion prior to the Issuance of funds. 


SiU2SL£dn f i4ii 11 [ ■-■■ »_ 


S , au rc&:https://www.industr^do( 


ner 






INSTRUCTIONS 


Field Sales Operating Fund Increase Request 


This form is used to establish an Operating Fund or increase an existing Operat¬ 
ing Fund. This form must be completed and approved prior to the issuance of 
funds. Endorsement .of the FSOF check constitutes receipt of the funds. (RJRT 
Form 3313 receipt no longer required.) The employee must make a copy of this 
form for their records. 


Division, Region, or Area Management completes the form, including 
employee data, beginning fund balance, fund increase, ending fund bal¬ 
ance, and the reason the increase Is being requested. Please note that 
any transactions sent to Sales Finance since the last listing must be 
taken into consideration when indicating the beginning fund balance. 
Employee's current fund balances can also be obtained by consulting 
the employee inquiry screen in SES. 

The employee reviews the data/balances and signs the form. 

The form Is then submitted to the proper authority level for approval. In 
some cases, this may be the same person as the initiator. 


Copies are made to be retained by Fie ld Sales Man ag em e n t. a nd-M 
employee. 

The original completed form is mailed to Sales Finance, Winston- 
Salem. Forms sent to any other location will result in a delay in proc¬ 
essing. 

Mail Services will mail the check to the Division, Region, or Area Man¬ 
agement to whom the employee reports. 
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Transfer of Funds 


This function applies when an employee's funds are collected by Sales 
Management due to a termination, promotion, transfer, or resignation. The fund 
is retained by Management, who in turn will reissue it to the new replacement (if 
not refunded to the Company) or enable a transfer between employees WITHIN 
THE SAME DIVISION. A Transfer Request and Receipt Form #6217A should be 
submitted through appropriate levels of management. 

This paperwork may be prepared by the PC at the request of Management, but 
the completed document should be forwarded to the PC for review and 
processing to Sales Finance. 

In cases where Field Sales Management authorized the employee to physically 
carry his/her fund amount to a new Division, Form K6217A is NOT required. 

The amount the employee transfers from one Division to another will transfer via 
the Sales Expense System when the Personnel & Administration Coordinator 
utilizes the PDS system to officially transfer the individual to his/her new 
Di vision. 

A master copy of Form W6217A follows. Instruction for completing the form are 
on the reverse side. 
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MASTER FORM 

R.J. Reynolds Tobacco Company 

RjRT Form «21?A - 2/61 

RELD SALES OPERATING FUND 
Transfer Request and Receipt 

A - Transfer Fund* From: 

Employee Name ___________________________ Account Number 

Amount Transferred j_ Division Number. 


BeQinnlno Fund Balance J_ 

Fund Decrease j_ 

Ending Fund Balance I 

■Employee Signature__ Date 

B - Transfer Funds To: 

Employee Name_ Account Number_ 

Amount Transferred _J_ Division Number_ 


Beginning Fund Balance S 

Fund Increase J_ 

Ending Fund Balance J___ 

’Employee Signature_ Date _ 

■| understand that this Reid Sales Operating Fund is to be used by me to purchase merchandise (manufactured by R.J. 
Reynolds Tobacco Company) from distributors at the prevailing wholesale price, and for expenses In conducting other 
Company business, I further understand that I will be accountable lor this Field Sales Operating Fund. Upon termination 
of my employment with the Company, or whenever otherwise requested by the Company, I agree to repay the above 
ending fund balance. 

APPROVAL 


Initiated By: 


NAME 

TITLE/DIVISION 

SIGNATURE 

DATE 

Approved By: _ 






NAME 

TITLE/DIVISION 

SIGNATURE 

DATE 


Reason for Transfer (Must Be Completed): 


OriQlnai: Sales Finance, Winston-Salem 

NOTE: Incomplete forms will be relumed to the Initiator for completion. 


ui 

CO 

ch 

-j 

LO 


Source: https://www.industrvd 




INSTRUCTIONS 


Field Sales Operating Fund Transfer Request and Receipt 


This form is used to transfer existing funds between two employees within the 
same Division . This form must be completed and signed by both employees. 
Section A of this form Is for the employee whose funds are being decreased. 
Section B is for the employee whose funds are being increased. Both employ¬ 
ees must make a copy of this form for their records. This form represents a 
fficeiot for the transaction. (RJRT Form 3313 receipt no longer required.) 


Division. Region, or Area Management completes the form, including 
employee data, beginning fund balance, fund decrease/increase, and 
ending fund balance for both employees. Please note that any transac¬ 
tions sent to Sales Finance since the last listing must be taken into 
consideration when indicating the beginning fund balance. Employee's 
current fund balance can also be obtained by consulting the employee 
inquiry screen in SES, 

The employee reviews the data/balances and signs the form. 

The form Is then submitted to the proper authority level for approval. In 
some cases, this may be the same person as the initiator. 


Copies are made to be retained by Field Sales Management and the 
employees . 

The original completed form is mailed to Sales Finance, Winston- 
Salem. Forms sent to any other location will result In a delay in proc¬ 
essing. 
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Fund Reduction 


This function applies when an employee's current assignment does not warrant 
the amount of funds and/or the employee is terminated or resigns from the 
Company. The reduction amount is collected by Management in the form of a 
check made payable to RJRT. The check is forwarded with completed Form 
6217B to the Operations Unit for review and processing to Sales Finance. 

While Management will again initiate this function, the PC may be requested to 
prepare Form K6217B. When form is properly completed, it will be forwarded to 
the Operations Unit for review by the PC and to Sales Finance for processing, 
along with the fund amount via check. 

A master copy of Form K6217B follows. Instruction for completing the form are 
on the reverse side. 
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MASTER FORM 

fl.J. Reynolds Tobecco Company 

RJRT Form 621TB - 2/91 

FIELD SALES OPERATING FUND 
Reduction Request and Receipt 


Employee Name_ Account Number_ 

Reduce Fund 1_ Division Number_ 

(amount of o«ck Amoral 

Beginning Fund Balance S 

Fund Reduction $ [ 1 

Ending Fund Balance S 

I understand that this Field Sales Operating Fund la to be used by me to purchase merchandise (manufactured by R.J, 
Reynolds Tobacco Company) from distributors at the prevailing wholesale price, and for expenses in conducting other 
Company business. I further understand that I will be accountable for this Field Sales Operating Fund. Upon termination 
of my employment with the Company, or whenever otherwise requested by the Company. I agree to repay the above 
ending fund balance. 

Employee Signature_ Date _ 


APPROVAL 


Initiated By: _ 





Approved By: _ 

NAME 

TITLE/OIVISION 

SIGNATURE 

DATE 


EaHE 

TITCE/BIVISI'GN 

signature 

~bate 


Reason for Reduction (Must Be Completed) 


Original: Sales Finance, Winston-Salem 


U1 

M 

CO 

rfi 

Oi 

-4 

DO 

W 


NOTE; Incomplete forms will be returned to the Initiator for completion. 

Source:'https ://www.industrvdocumeiita^Jt^f^diiZdQcsZ^I±^QQQIl 





This form is used to reduce the amount oI existing funds for an individual. This 
occurs only when the full amount or a partial amount of the fund is collected by 
Reid Sales Management, and a check written made payable to RJRT and sent to 
Sales Rnance to reduce or clear employee's existing fund. This form must be 
completed and approved prior to processing. (RJRT Form 3313 receipt no 
longer required.) The employee must make a copy of this form tor their records. 
This form represents a receipt for the transaction. 

Division. Region, or Area Management completes the form, including 
employee data, beginning fund balance, fund reduction and ending fund 
balance for the employee. Please note that any transactions sent to 
Sales Rnance since the last listing must be taken into consideration 
when indicating the beginning fund balance, Employee's current fund 
balance can also be obtained by consulting the employee unquiry 
screen in SES. 

The employee reviews the data/balances, provides Reid Sales Manage¬ 
ment with a check payable to RJRT for the amount of the fund reduc¬ 
tion, and signs the form. 

The original form is then submitted to the proper authority level for ap¬ 
proval. In some cases, this may be the same person as the initiator. 


Copies are made to be retained by Reid Sales Management and the 

employees- 

The original completed form and attached check is mailed to Sales 
Rnance, Winston-Salem. Forms sent to any other location will result In 
a delay in processing. 
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Field Sales operating funds 


Confirming Fund 
Balances 


Fund Shortages at 
Termination 


Jobber Agreement 
Form 


MONTHLY CONFIRMATION 

1. Each month, a Field Sales Operating Fund listing reflecting all activity 
processed through month-end is available to each Division and Region Oper¬ 
ations Unit, These reports, available through the SIS Historical Print Menu, 
should be forwarded to appropriate Division Management, which will 
review and verify the FSOF listing for all individuals reporting to them. 

No employee signatures are required as part of this review. 

This review does NOT need to be returned to the Operations Unit. 

Discrepancies will be noted, and appropriate documentation of these 
discrepancies should be returned to the Operations Unit. The PC 
will forward this documentation to Sales Finance anytime 
discrepancies are noted. 

2. The Fourth-Quarter Annual FSOF Listing reflecting all activity processed 
through month-end is also available through SIS Historical Print Menu. For¬ 
ward this listing to appropriate Division Management for review. 

Management will forward any discrepancies, with supporting 
documentation to the PC for processing, to Sales Finance. This process 
should be completed no later than February 15. 

3. Copies of FSOF Listing should be maintained in the Operations Unit Person¬ 
nel & Administration Coordinator files. Retention should be for one year 
plus current. 

If an employee cannot account for his/her Fund on termination, the Division 
Manager, Region Manager, or Area Vice-President to whom the employee 
reports must immediately telephone the Sales Personnel and Sales Finance 
Departments. The PC will not be directly involved but should be aware of key 
issues regarding this process. 

Management will report the following information to Winston-Salem: 

• Shortage in the account 

• Amount of Cash on Hand 

• Value of inventory stock on hand 

• Date and amount of unreimbursed expense reports 

• Any other documentation supporting disbursement of the funds (jobber 
credits, bill-lhroughs, etc.) 

• Sales Personnel and Sales Finance will advise procedures for handling 
shortage on a case-by-case basis. 

Each Sales Representative is required to complete Jobber Agreement Form #4685 
for each jobber from which merchandise will be purchased. The Operations Unit 
must maintain and file these forms when completed. A master copy of the Jobber 
Agreement form for distribution to Sales Representatives as requested follows. 
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KJRT Form 4MB - A*v, 10/82 
Commodlry No. 0488B-4 


JOBBER AGREEMENT FORM 


Date 


In order to aid in the prevention of out-of-stock circumstances among retailers who are your 
customers, and in order to assist in proper rotation of merchandise which you have sold, the 
undersigned hereby agrees to obtain on consignment from you. the jobber, from time to time, as 
needed, certain merchandise manufactured by R.J. Reynolds Tobacco Company. 


The undersigned is hereby obligated to collect any sums due from any retail dealers who may 
need portions of said merchandise, at the price specified by you. the jobber, and the undersigned 
further agrees to remit to you. the jobber, aft sums due for said merchandise, or to return the 
merchandise in good condition to you, the jobber, as owner. 


The undersigned has authority to act. in this connection, as agent, only for jobbers of products 
manufactured by R. J. Reynolds Tobacco Company. All sales snail be considered to be the sales 
of the jobber, and all prices will be determined by the jobber, in accordance with the jobber's 
established price of such products to retail dealers. 


The undersigned hereby agrees, at the request of the jobber, to make cash deposits as security 
lor merchandise delivered on consignment. The jobber agrees that such deposits received as 
security will be returned upon return of any merchandise covered by the consignment account. 


If the foregoing is agreeable to you. please indicate your acceptance by signing in the space 
indicated below. 


Very truly yours. 


Saits flepreMniaiiva 


Accepted and Agreed to 


JODDfR 


Source: https://www.industrvdocuments.ucsf.edM/rines/vhkvOOnn 
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Handling Braak- 
Ins/Uncollected Bill- 
throughs 


From time to time, a loss of Company materials, merchandise, equipment, 
solvency funds, or bill-throughs is reported due to a vehicle break-in or 
uncollected bill-through. When this situation arises, Management must 

• Determine whether the loss was preventable 

If the loss was preventable due to employee negligence, the 
employee will be required to reimburse the full amount of the loss to 
the Company. 


- If the loss was not preventable or due to negligence on the part of the 
employee, Management may request reimbursement for the loss, 

APPROVAL AUTHORITY FOR VEHICLE BREAK-INS, UNCOLLECTIBLE 
BILUTKROUGHS, AND RETURNED CHECKS 


Management will request copy of Form #5237 from PC. Management uses this 
form to describe details of event, itemized list of goods stole, and amount. When 
properly completed, this form will be returned to the Operations Office and 
should be forwarded to the Regional Sales Manager for approval. 

A master copy of Form #5237 follows. 
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RJRT Form 5237 - 3/B8 

TO: SALES PERSONNEL 

F. S. 0. F, REIMBURSEMENT REQUEST 
(PLEASE TYPE) 

DATE: 



FROM: 

DIVISION NUMBER: 







ISSUE CHECK TO: 

AMOUNT TO BE REIMBURSED: 

5 

jCENTS 


EMPLOYEE NAME:__ ACCOUNT NUMBER: _ _ _ _ 

(Attachment! For) (Attachments For) (Attachment For) 

| | VEHICLE BREAK-IN Q UNCOLLECTED BILL-THROUGH Q] OTHER 

- Police Report - FUR Sales Company Invoice Explain: 

- Statements of employee 
Field Sales Operating 
Funds 



DIVISION MANAGER (DIV. NO. | REGION MANAGER SALES AREA OFFICE 

DATE:_ DATE:_ DATE:_ 

TO BE COMPLETED BY SALES DEPARTMENT: 


SALES PERSONNEL DEPARTMENT VICE PRESIDENT - FIELD SALES OPERATIONS 

DATE:_ DATE:_ 

RETURN CHECK TO:_ 

FLOOR: BLDO:_ DATE NEEDED:_ 


CHECK TO BE DATED: 


04/80/ _ / / 821 

_GENERAL LEDGER CODE 


1846 7190 
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~-————j — Details of procedures regarding administration of excise tax increases are com- 

Clgarette Excise Tax municated prior to the date of the increase by Winston-Salem. These instructions 
Increasss are normally quite detailed and often provide needed forms for use by the Field. 

VEHICLE INVENTORY 

Winston-Salem is responsible for determining the proper procedures for han¬ 
dling excise tax increases. When direction is received, the Regions Operations 
Manager, with the Personnel & Administration Coordinator, should develop a 
plan to handle the administration of these procedures centrally, THROUGH THE 
OPERATIONS OFFICE. 

GRATIS PRODUCT 

Some Sales Representatives and Divisions carry gratis product to supply custom¬ 
ers. All gratis product in car stock and Divisions offices should be inventoried 
(by pack size 20/25s). 

• Record the name and address of the employee and the event for which 
the product was on the inventory sheet. 

• Forward this inventory to Betty Royal, Department of Taxation, Win¬ 
ston-Salem, no later than the third day after the tax increase. 

The Region Operations Manager and the PC should develop a centralized meth¬ 
od of receiving and forwarding these inventory sheets to Winston-Salem. 

B1 GIF PRODUCT 

If any B1G1F product is stamped at the old rate on the wholesaler's floor, the dif¬ 
ference between the old and the new tax rates should be paid by the Operations 
Office to the wholesaler. 

The Region Operations Manager should develop a format for obtaining this in¬ 
formation from the Field. All forms and data regarding these wholesaler B1G1F 
totals should be forwarded to the PC for processing. 

• Because the Systems Coordinator handles Temporary Payment System 
activities, the PC should assist and communicate details of these issues to 
theSC. 

A copy of the voucher paying this difference (with RJRT invoice number 
covering the shipment involved noted thereon), along with a copy of the 
wholesaler's invoice should be forwarded to Betty Royal, Department of 
Taxation, Winston-Salem, no later then the third day after the tax in¬ 
crease. 


o RJ. Reynolds Tobacco Company 1993 Book IV: Personnel & Admininistmtion Coordinator m 3 ■ 21 


_[( 


JITI 




'lli.UA 


51846 7191 





Issued : 8/93 


3 


field Sales Operating funds 


3-22 ■ Book IV: Personnel S Administration Coordinator © R.J. Reynolds Tobacco Company 1993 


£gyj£gji^j2£^ww^ndusti^document^cs^cl^loc^hkv0000 


51846 7192 





CKAPTE8 4 

Communications 


S1846 
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Communications 



Summary 


General Telephone 
Etiquette 


The Personnel & Administration Coordinator is primarily responsible for an¬ 
swering the phone in the Operations Unit office and directing messages and mis¬ 
cellaneous information to sales personnel via voice mail, 

While each Coordinator will maintain a separate phone number at the Opera¬ 
tions office, the PC will find themselves forwarding calls regarding specific is¬ 
sues to the appropriate Coordinator. Therefore, a knowledge of the accountabili¬ 
ties of each of their Operations Unit colleagues is important. 

Because the PC will be the caller's initial contact with the Company, courtesy and 
professionalism are very important when answering or making phone calls. 

• Answer promptly, within 2 or 3 rings 

• Identify Company 

• Listen to the caller 

• Obtain caller's name 

• Ask to be of help and determine the purpose of the call 

• Make caller aware of situations; 

• Is caller being put on hotd? If so, check back within reasonable amount 
of time 

- Is caller being transferred? 

• Take an accura te message 

• Restate caller's name, number and message 

• Close pleasantly 

Fielding Complaints 

• Listen carefully to the caller 

• Keep calm and remain pleasant 

• Express interest 

• Show concern 

• Ask questions to clarify problem 

• Explain action undertaken 

Identify personnel who will address concern 

• Follow through 

Communicate issues to appropriate personnel 

Calls to Home Office In Winston-Salem 


• Dial 1-800-852-8015 

• After dialing this number, a dial tone will be heard. At this time, any Individ¬ 
ual in the Home Office can be reached by dialing their 4-digit extension num¬ 
ber and the # symbol. 

■ If the extension # Is unknown, the dial 0 and # and a company operator 
will provide assistance 

• Following is a current guide to extensions of personnel located at the Home 
Office. The guide is arranged alphabetically, by department. 
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COMMUNICATIONS 


Home Office Contact Reference Guide 
Department Contact Extension 


Home Office -1-000-852*8015 (All Departments) 
(all extensions can be reached through this number 


Order Department -1-800-334-8682 

(Tobacco Customer Services/Clg Orders) 


Employment Practices 
(Discrimination claims. Sub¬ 
poenas. Corrective action, 
involuntary terminations) 

Paul Macksood 

Stan Driskell 

6846 

3680 

Employment 
(New hires/procedures) 

Dot Draper 

2339 

Employment Vertllcatlon 

Katrina Oakley 

1611 

Field Sales Operating Fund 

Margaret Davis 

0318 

Medical 

Dr. Hubert F. BonllU 

3024 

Payroll Department 

Mamie Douglas 

2148 

Relocation Expense 

Jeannette Cornelius 

7597 

Unemployment Claims 

Becky Weeden 

6802 

Safety 

(Worker’s Compensation) 

Debi Outright 

Stan Driskell 

6313 

3680 

Legal 

(personal injury/property 
damage) 

Mike Johnson 

7805 

Shipping 

(losi/damaged shipments) 

Nancy McGlamery 
or Clark Golden 

1796 

Sales Development 
(P&P Manual/Communication) 

John Olenick 

6112 

Sales Finance 

Dennis Jacobs 

1760 


(Dratts/Temporary Pmt Sys) 
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Credit 

Bob Schmay 

1410 

Sales Operations 

Bruce Hatter 

7B09 

(Returned Goods) 



Fleet Administration 

Debbie Hunter 

7602 

Salary Administration 

Mike Judkins 

0472 

(Increases/P AF/Auto) 

Dot Draper 

2339 
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PIOOR 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 

IOCA. 

08 

Info. Analysis/Sales Applications 

Jessup S.M. 

SANDRA 

3331 

7 

88 

Info. Analytis/Sales Applications 

Kruth rarer - 

MARC 

0680 

7 

08 

Info. Analysis/Sales Applications 

Lancaster W.C. 

DILL 

0100 

7 

GO 

Info, Analysis/Sales Applications 

Qualklnbush S.R 

STEVE 

0686 

7 







809 

Merchandising 

Baroody G.T. 

GEORGE 

7271 

8 

809 

Merchandising 

Bowman J.H. 

JULIE 

7754 

8 

809 

Merchandising 

Broom K. 

KAY 

2770 

6 

809 

Merchandising 

Carrick D. 

DIANE 

2261 

8 

C09 

Merchandising 

Cook W.D. 

DAVID 

6550 

8 

809 

Merchandising 

Crowell K.B. 

KNOX 

6435 

8 

809 

Merchandising 

Grout R. B. 

RON 

2196 

8 

809 

Merchandising 

Haynes L.B. 

LINDA 

2720 

8 

809 

Merchandising 

Hedrick K.B. 

KEN 

_ 2530 

8 

809 

Merchandising 

Hirsch M.S. 

MARK 

6146 

e 

809 

Merchandising 

Lawson P. 

PEGGY 

0465 

8 

809 

Merchandising 

Loftln J.ft. 

JAY 

1625 

8 

809 

Merchandising 

Masten W.S. 

WINONA 

1642 

8 

809 

Merchandising 

McLaurin J. 

JACKIE 


8 

809 

Merchandising 

MTS Room — ' 


0999 

8 

BO 9 

Merchandising 

Olson J.A. 

JAN 

5130 

8 

009 

Merchandising 

Orlngderff B.E. 

BUTCH 

7463 

8 

809 

Merchandising 

Powers J.E. 

JIM 

2195 

8 

809 

Merchandising 

Whiteman W.R. 

WALT 

0466 

8 







88 

Plan Comm & Sales Tech. 

Barnett A.L. 

AL 

6862 

5 

80 

Plan Comm & Sales Tech. 

Bisese C. L. 

CATHY 

5701 

5 

88 

Plan Comm & Sales Tech, 

Carswell C.J. 

CARLA 

7631 

5 

88 

Plan Comm & Sales Tech. 

Church L. 

LOIS 

6121 

5 

80 

Plan Comm & Sales Tech. 

Drlskell S.B. 

STAN 

3680 

5 

88 

Plan Comm & Sales Tech. 

Duffy W. J Jr 

BILL 

5776 

5 

88 

88 

Plan Comm & Sales Tech. 

Ellegate J. J. 

JOHN 

5760 

6 

Plan Comm 6 Sales Tech. 

luongo R.J. 

DICK 

6110 

5 

08 

Plan Comm & Sales Tech. 

Lyons M 

Mary 

0487 

5 

68 

Plan Comm & Sales Tech. 

Olenick J.M. 

JOHN 

6112 

5 

88 

Plan Comm & Sales Tech. 

Reid S.G. 

SHARON 

2584 

5 

88 

Plan Comm & Sales Tech. 

Simkins B.J. 

BARBARA 

6149 

B 

88 

Plan Comm & Sales Tech. 

Woody C.L. 

CHARLOTTE 

0463 

5 







853 

Prom-Promotion Prod. 

Brown B.fc 

BARBARA 

2930 

4 

853 

Prom-Promoiion Prod. 

Burton K.M. 

KEN 

2602 

4 

853 

Prom-Promotion Prod. 

Dawson S.E. 

SHARON 

6170 

4 

853 

Prom-Promotion Prod. 

Evans R.W; 

Rl CK 

6040 

4 

853 

Prom-Promotion Prod. 

Gessner G. 

GAIL 

2767 

4 

853 

Prom-Promotion Prod. 

Hughes K. 

KAREN 

6593 

4 

853 

Prom-Promotion Prod. 

Leinster J.A. 

JOE 

6947 

4 

853 

Prom-Promotion Prod. 

McGee R.L. 

ROBERT 

4497 

4 

B53 

Prom-Promotion Prod. 

Pettlcord J.O. 

JANIE 

3360 

4 

853 

Prom-Promotion Prod. 

Soyars M.B. 

MICHELLE 

6291 

4 

853 

Prom-Promotion Prod. 

Stone C.A. 

CHARLES 

2546 

4 
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FLOOR 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 

LOCA, 







853 

Promotion 

Basche* D.C. 

DIANA 

2947 

4 

853 

Promotion 

Beam T. C. 

TERRI 

3945 

4 

853 

Promotion 

Bledsoe M.C. 

MAUDE 

E 7 ,:. 

4 

653 

Promotion 


MARY 


4 

053 

Promotion 

Calloway W.B. 

WENDY 


4 

853 

Promotion 

Cook K. F. 

KATHY 

i 

4 

853 

853 

Promotion 

Covington S.A. 

SUE 


4 

Promotion 

Dean J.J. 

JOHN 

■ 9 

4 

853 

Promotion 

Douthit F, 

FORESTtNE 

0628 

4 

853 

Promotion 

Giddens K. 

KAREN 


4 

853 

Promotion 

Helrston'G.T. 

GLORIA 

2784 

ni 

853 

Promotion 

Hamilton E.J. 

JEAN 

mwM 

4 

853 

Promotion 


JEAN 

BREW 

4 

853 

Promotion 

Jennings C.D. 

CARY 

4574 

4 

853 

Promotion 

Jones D.L. 

DEBRA 

■359 

4 

853 

Promotion 

Kearns K.F. 


■39 

4 

853 

Promotion 

King S.H. 

■ 


m 

853 

Promotion 

Mabe R.Y. 


mm 

ml 

853 

Promotion 

McCaffrey K.V. 

KAY 


4 

853 

Promotion 


ESSIE 

6308 

4 

853 

Promotion 

McKenna G.W. 

JERRY 

SSj'l.fkJ 

4 

853 

Promotion 

i a fa a 

JUDY 


4 

853 

Promotion 

Mendenhall M.W. 

MICHELLE 

3214 

4 

853 

Promotion 

Moore K.M. 

KAYE 

2772 

4 

853 

Promotion 

Phelps G.L. 

GARY. 

7572 

4 

853 

Promotion 

Pierre J.C. 

JENNIFER 

7548 

4 

853 

Promotion 

Rider D.K. 

DONNA 

2805 

4 

853 

Promotion 

Smith l.S. 

LYNNE 

6417 

4 

853 

Promotion 

Smith T.M. 

TERESA 

5385 

4 

B53 

Promotion 

Strickland S.C. 

CARSON 

0469 

4 

853 

Promotion 

Tilley A. 

ANDREW 

7569 

4 

853 

Promotion 

Tilley M.J. 

JEANNE 

• 6971 

4 

853 

Promotion 

Toft H.C. 

CHRIS 

4534 

4 







XX 

Sales 

Ford Y.W, Jr. 

YANCEY 

6088 

15 

XX 

Sales 

Joyce A. 

ANN 

6123 

15 







88 

Sates Into. Systems 

Garner M. A. 

MARK 

1816 

7 

88 

Sales Info. Systems 

Huneycutt D.H. 

DANNY 

1563 

7 

88 

Sales Info. Systems 

Jordan F.l. 

FRANK 

7908 

7 

80 

Sales Info. Syitems 

Korczyk S.S. 

SHARON 

2934 

7 

88 

Sales Into. Systems 

Lee B. 

BONITA 

6090 

7 


51346 7200 


































PAGE 4 


SALES AND MARKETING PERSONNEL 9/15A92 2:59 PM 


























































































PAGE 5 


SALES AND MARKETING PERSONNEL 


9/14/92 1:62 PM 



BBH 



wmm 

IHBfiffl 


DEPARTMENT 

NAME 

CALL NAME 

PHONE 

IM<li 

IKS 

Sales/Martceting Personnel 

Lynch A.F. 



BEH 

■x 


Macksood P.W. 

PAUL 

6846 

8 

IB 


Macleod S.R. 



u 


Sales/Martceting Personnel 

Maguire J.V. 

JIM 


8 




SH23B 

7150 

8 


Sales/Marketing Personnel 

UM'JJiiljiHHBSt 


7170 

8 

■ 

Sales/Marketing Personnel 

Prevette S. 


7361 

8 


Sales/Marketing Personnel 

Renehan T.M. 

TOM 

EBB 

8 

■ 

Salas/Marketing Personnel 

Riser D. B. 

DAVE 


8 


Sales/Markeiing Personnel 

Snow R.D. 

BOB 

wmm 

8 


Sales/Marketing Personnel 




8 

m 

SBles/Marketing Personnel 

Williams D.M. 

DON 


8 


Sales/Martceting Personnel 

Wooten B.G. 

BILLIE 


8 


■BBBH 





K 

Trade Development 

Baumann J. F. 

FRED 


8 

mi 

Trade Development 

BKH 

RALPH 

W.lll 

8 

wm 

Trade Development 

Gregory A. 

ANN 

5120 

KH 

ME 

Trade Development 

Halter B.D. 

BRUCE 


8 

wm 

Trade Development 

C03HEEMB8S® 

JACK 

5360 

8 

mm, 

Trade Development 

Schrelber L.S. 

LARRY 

TTT1 

8 

mm 

Trade Development 

Vestal F.H. 

FRANK 


8 

■m 






wm 

Trade Development 

Anderson G. 

GOLDIA 


8 


Trade Development 

Gordy C. 

CATHY 

6530 

8 

■IT 

Trade Development 

Jones M.L. 

MICKEY 

6613 

8 


Trade Development 

Preston M.H, 

MARTHA 

7583 

8 


Trade Development 

Spach C.A. 

CINDY 


8 

BC3 

Trade Development 

Trader T.W. 

TOM 

MilM 

8 

» 








Crim M, 

MARY RUTH 


8 

S 


Hendrix R.S. 

SAM 


8 

H 



HHSSiH 

wmm 


B 

Trade Marketing 

Burner J. 

JANET 



B 

Trade Marketing 

Drew J.H. 



mm 

B 

Trade Marketing 

Fiorl R. L. 

BOB 

■ 

mm 

B 

Trade Marketing 

533JJ5I3JHHB 

RICK 

7758 

BB 






mm 










■■■■ 

BHH 






854 Business Info/Analysis Dept 

Abbott M.P. 

MARTHA 

7501 

7 

854 Business Info/Analysis Dept 

Abernethy R. 

RICK ■ 


7 


Source: https://www.industrydocuments.ucsf.edu/docs/vhkvOOOO 
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lEssacss 


Business Info/Analysis Dept 


Business Info/Analysis Dept 


Business 


854 Business 
654 Business 


Business 

Business 


Business 


Business 


Business 


[Business 


Business 


Business 


Business 


Info/Analysis Dept 


Info/Analysis Dept 
Info/Analysis Dept 


Info/ Analysis Dept 
Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Info/Analysis Dept 


Business Info/Analysis Dept 


Business Info/Analysis Dept 


Business Info/ Analysis Oept 
Business Info/Analysis Dept 


854 Business Info/Analysis Dept 


Business Info/Analysis Dept 


854 Business Info/Analysis Dept 


854 Business Inlo/Analysis Dept 


854 Business Info/Analysis Dept 
854 Business Inlo/Analysis Dept 
854 Business Inlo/Analysis Dept 
854 Business Inlo/Analysis Oept 
654 Business Info/Analysis Dept 
854 Business Info/Analysis Oept 
854 Business Info/Analysis Dept 
B54 Business Info/Analysis Dopt 
B&4 Business Info/Analysis Dept 
854 Business Inlo/Analysis Dept 


[Andrews A,J. 


Beilis J.V. 


Bils J. 


Bowman C.S. 


Brewer LA, 


CALL NAME 


Jann 


JACK 


Cohen P.S, 
~ Collins B.F. 


Cooley S.A. 
Daniels M.M. 


Davis G.R. 


Doten W.W. 


Doub J.M. 


[Douglas D.K. 


Dube LG. 


Etzel E.C. 


Fackelman E.J, 


Fields T.F. 


Galyan P.E. 
Gemma J.L. 


Granderson B.M. 


Hardman E.R. 


II I i^lllllll 


Rusiness Info/Analysis Dept 

Henderson S.A. 

Business Info/Analysis Dept 

Holden S.O 


(Hollander S.W, 


Horton H.H. 
Hull J.H. 
Hunter C.S. 
Hunter J,F, 
Hunter W.R. 

- C.R. 

" Kelly L.D. 

_ Kennedy J.C. 
Llndley G.S. 
Lockery D,H. 


HELEN 
JEAN 
CINQ! 
FRANK 
WANDA 
RICK 
~ LISA 
~ CONNOR 
GWEN 
DEBBIE 


5374 


0282 


6476 


63 


7404 


3782 13'Pl 


7506 13-PL 
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FLOOR 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 

LOCA. 







855 

Business Unit Winston 

Beasley L.J. 

LYNN 

2460 

6 

855 

Business Unit Winston 

Cherry C.G. 

CONNIE 

2199 

6 

855 

Business Unit Winston 

Clifton D.M. 

DONNA 

7986 

6 

855 

Business Unit Winston 

Creighton F.V. 

FRAN 

7352 

6 

855 

Business Unit. Winston 

Douglas S.H. 

SANDRA 

G196 

6 

855 

Business Unit Winston 

Duffy M. F. 

MIKE 

0910 

6 

855 

Business Unit Winston 

Hicks S.R. 

SUSAN 

7956 

6 

855 

Business Unit Winston 

Morlcle S.A. 

SARA 

2842 

6 

855 

Business Unit Winston 

Nicholson C.S. 

CYNTHIA 

1405 

6 

855 

Business Unit Winston 

Owens M 

MARTY 

0441 

— 

855 

Business Unit Winston 

Reynolds XL. 

JUACANfr 

mm ■ 

— 

855 

Business Unit Winston 



icm 

w 

855 

Business Unit Winston 

Stockdalo B.K. 

BRYAN 

9 

6 

855 

Business Unit Winston 

Weeks D 

DOUG 

SMB 

6 

855 

Business Unit Winston 


MICHAEL 

ESS 

6 

855 


■ 

■HI 

KBS 

6 







841 

Direct Marketing 

Drum L.R. 

LISA 

7172 

9 

841 

Direct Marketing 

Kelly M. 

MAUREEN 

2501 

6 

841 

Direct Marketing 

Kendall S.L. 

SUE 

7482 

5 

641 

Direct Marketing 

Knouse P.F. 

PAUL 

7900 

6 

841 

Direct Marketing 

Lall N. 

NIKKI 

2773 

5 

841 

Direct Marketing 

Mattern C.V. 

CHRISTINE 

6910 

5 

841 

Direct Marketing 

Michaelson P. N 

PETER 

7740 

5 

841 

Direct Marketing 

Wadia K.N. 

K 

7004 

6 

841 

Direct Marketing 

Zimmerman V.G. 

VICKI 

2562 

5 







8B2 

Finance 

Appleyard J.K. 

JAYNE 

2778 

3 

882 

Finance 

Arrowood P.L. 

PAUL 

3637 

6 

8B2 

Finance 

Beilis A.L. 

ANDI 

3628 

5 

882 

Finance 

Burick K.S. 

KAREN 

3613 

,__ 3 _ 

802 

Finance 

Collins B.S. 

BARBARA 

7260 

3 

882 

Finance 

Cornet! R. 

RICK 

0168 

6 

882 

Finance 

Davis J. 

JEAN 

7364 

3 

882 

Finance 

Fitzgerald R.K. 

BOB 

0345 

13-PL 

882 

Finance 

Grubbs J.H. 

JUDY 

6477 

13-PL 

882 

Finance 

Hardy J.C. 

JUDY 

3622 

3 

882 

Finance 

Hayes M.M. 

MICHAEL 

0394 

4 

882 

Finance 

Hill C.T. 

CRAIG 

3192 

5 

882 

Finance 

Hodges D. 

DAVID 

5878 

5 

802 

Finance 

Ince D. E. 

DARRYL 

0439 

3 

882 

Finance 

Keith R.S. 

SCOTT 

4212 

6 


Source: https://wwwjndusti7documerit^iiCSLactlJZclQfisMik>t 
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■■■■■■■i 

wmm^m% 

■ma 

BSM 

lESEI 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 


si 

Finance 

Lowe J.E. 

JODY 

KH9I 

!■■ 

■■ 

■El 

Finance 

Moore M.M. 

MORRIS 

warn 


■n 

faff 

Moorefield M. 

MONICA 


■ESS 

882 


Neal O.E. 


Eza 

9 

882 

Finance 


LOUISE 

7636 

3 

802 

Finance 



M?H3?M 

3 

882 

Finance 




4 

882 

Finance 

Schamay L. 

LORI 

mrrm 

m 

882 

Finance 

Schmalfeldt R.S. 


k a 

3 

882 

Finance 

Scott E.A. 

EVERRETT 

■m 

3 

882 

Finance 


TED 

0399 

5 

mm 

Finance 

White S.N. 

I2SE2S1M 

KH 

3 

[ 882 

Finance 

Whitehurst E.K. 


0951 

3 

mm 


m&UUBNM 

■1IMi 



mm 

Marketing 

layco D.N. 

DAVE 

msm 

8 

845 

Marketing 


ANN 


e 


MMHMHMMMM 

mmmmm 

' ■' 

■ 

h 


Media 

Bennett C.W. 

CHARLES 

MEM 

3 

■n 

Media 

Birrittieri T.C, 

TOM 

■59 

3 

■s 

Media 

Broce L.J. 


msm 

3 


Media 

Carter K.L. 

KATIE 

mrm 

s 

■si 

Media 

JUUi'UUiMBJS 

RICHARD 


3 

me 

Media 

mam 

MIKE 

7226 

3 

mm 

Media 

Gabriel W.A. 

GARE 


6 

mm 

Media 


LINDA 


MM 

Si 

Media 

Grier P. H. 

PAULETTE 

1SS1I 

mm 

85a 

Modia 

Hairston C.G. 

CAROLYN 

WB3M 

wm 

mm 

Media 

Hampton K.G. 

KAY 

7458 

3_ 

KS 

Media 

Haynes C.L. 

CARL 

msm 

WBK 


Media 

Ittermann P.F. 

PATTI 

■SB 

6 


Media 


ELIZABETH 

7019 

3 

■ 

Media 

McLean D.W. 

DEBBIE 


3 

857 

Media 

Neal R.E. 

BOB 


3 

857 

Media 

Pearson D.F. 

DAN 

■89 

3 

857 

Media 

Powell T.W. 

TERESA 

7436 

3 

■53 

Media 

iBSEBHHI 

PHYLLIS 


3 


Media 


PHYLLIS 

7252 

3 

■rm 

Media 

Sisk P.V. 

PHYLLIS 


3 

■a 

Media 

Smith V.P. 

CILE 


3 



Sterling C.J. 

CAROL 

■ns 

o 

■a 


Stone C.L. 

CHERYL 


3 


mu ■ 


MARGARET 

■SB 

3 

mm 

Media 


NANCY 

7254 

3 
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FLOOR 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 

LOCA. 

857 

Media 

Tilley D.B. 

DEBBIE 

7255 

3 

857 

Media 

Troutman G.A. 

GERALD 

7489 

3 

857 

Media 

Wall S.S, 

SUE 

7517 

3 

857 

Media 

Williard J,M. 

JOAN 

7261 

3 

857 

Media 

Zimmerman S.K. 

SUE 

7262 

3 







82 

Sports Marketing 

Bowling J.S. 

JIM 

2630 

13-PL 

82 

Sports Marketing 

Byrd M.J. 

JEFF 

6496 

13-PL 

82 

Sports Marketing 

Byrd P.L. 

LYNN 

6465 

13-PL 

82 

Sports Marketing 

Chapel R.K. 

RANDY 

7994 

13-PL 

82 

Sports Marketing 

Crews B.C. 

BEVERLY 

6472 

13-PL 

82 

Sports Marketing 

Dawson L. G. 

LISA 

7689 

13-PL 

82 

Sports Marketing 

Dawson R.D. 

DENNIS 

6928 

13-PL 

82 

Sports Marketing 

Drew C.G. 

CHRtS 

2514 

13-PL 

82 

Spons Marketing 

Felts G. G. 

GREG 

6482 

13-PL 

82 

Sports Marketing 

Foreman J.S. 

JIM 

6482 

13-PL 

82 

Sports Marketing 

Freidinger M.W. 

MARK 

6491 

13-PL 

82 

Sports Marketing 

Gohn J.J. 

JOE 

7547 

13-PL 

62 

Sports Marketing 

Gray C.A. 

CURTIS 

6489 

13-PL 

82 

Sports Marketing 

Groce B. C. 

BRIAN 

6482 

13-PL 

82 

Sports Marketing 

Habegger R.W, 

RICH 

2016 

13-PL 

82 

Sports Marketing 

Haney L.D. 

LARRY 

6672 

13-PL 

82 

Sports Marketing 

Harvey C.B. 

charlotte 

7690 

13-PL 

82 

Sports Marketing 

Hauser R.N. 

RICK 

6486 

13-PL 

82 

Sports Marketing 

Henley D.S. 

DAN 

6478 

13-PL 

82 

Sports Marketing 

Hobbs W.D. Jr. 

DAVID 

2040 

13-PL 

82 

Sports Marketing 

Holder J.A.Jr. 

JIMMY 

6488 

13-PL 

82 

Sports Marketing 

Jarvis S.N. 

SANDY 

6483 

13-PL 

B2 

Sports Marketing 

Jones A.K. 

ANN 

4768 

13-PL 

82 

Sports Marketing 

Kiger LB. 

LARRY 

7993 

13-PL 

82 

Sports Marketing 

Littell G.L. 

GREG 

2005 

13-PL 

82 

Sports Marketing 

Lynch W.G. Jr. 

GRANT 

6493 

13-PL 

82 

Sports Marketing 

Mason M.N. 

MARIE 

4923 

13-PL 

B2 

Sports Marketing 

Masten R.P. 

BOB 

6481 

13-PL 

82 

Sports Marketing 

McLenaghan S.A. 

SHEILA 

4834 

13-PL 

82 

Sports Marketing 

Merrill E.B. 

LYN 

2127 

13-PL 

82 

Sports Marketing 

Morgan M.G. 

GUY 

4753 

13-PL 

82 



TY 

7638 

13-PL 

Hi 

Sports Marketing 

Paszkowski 8.L. 

BEVERLY 

■w 

ItiKl 

■ESI 

Spons Marketing 

Pennington B.D. 

BETTY 

6479 

Iff! 

■ESI 

Sports Marketing 

Pierce B.C. 

BRYAN 


8£ES 

mm 


Powell B.J. 

WMMtSBU 


13-PL 

■ESI 


Powell R.C. 


U!3 

13-PL 


Source: https://wwwjndustrydocumenl£ji£sL£diiZdQ£SZ^laL^QQQfl 
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FLOOR 

Dept 

DEPARTMENT 

NAME 

CALL NAME 

PHONE 

LOCA. 

82 

Sports Marketing 

Prillaman L.F. 

LARRY 

2907 

13-PL 

82 

Sports Marketing 

Reaves M.H. 

MARK 

4730 

13-PL 

82 

Sports Marketing 

Robertson T.W. 

WAYNE 

2050 

13-PL 

82 

Sports Marketing 

Rogers S.E. 

SEAN 

5159 

13-PL 

82 

Sports Marketing 

Roggenkamp J.B. 

JOAN 

2105 

13-PL 

82 

Sports Marketing 

Roth P.G. 

PETER 

4747 

13-PL 

82 

Sporis Marketing 

Seagraves C.W. 

COLBERT 

6485 

13-PL 

8? 

Sports Marketing 

Seagraves M.M. 

MARY 

1485 

13-PL 

82 

Sports Marketing 

Shupe M. R. 

ROBIN 

6482 

13-PL 

82 

Sports Marketing 

Smith J.W. 

JEANNETTE 

2109 

13-PL 

82 

Sports Marketing 

Smith M.L. 

MARTHA 

. 2126 

13-PL 

82 

Sporis Marketing 

Snyder L.D. Jr. 

LINDSAY 

64B0 

13-PL 

82 

Sports Marketing 

Tucker S.W. 

STEVE 

7340 

13-PL 


in 

M 

00 

I* 

tr> 

•o 

ro 

Si 
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Handling Claims 


Voice Mall 


The PC will receive documents or phone calls from time to time relating to vari¬ 
ous claims. These claims, in most cases, have to do with personnel matters and 
should be IMMEDIATELY faxed to the appropriate contact person listed below; 


Claim 

Contact person 

Dept/Ph # 

Discrimination 

Paul Macksood 

Stan Driskell 

Sales Personnel 
(919)741-6846 
(919) 741-3680 

Unemployment 

Becky Weeden 

Employment Practices 
(919) 741-6802 

Worker’s Compensation 

Stan Driskell 

Debl Outright 

Sales Personnel 
(919) 741-3680 
(919) 741-6313 

General UablUty* 

Mike Johnson 

Legal 

(919) 741-7805 


• Personal Injury or property damage 

Voice Mail is a system which allows employees within the Region to communi¬ 
cate with other employees In the Region. The Company has selected JnfoMail to 

supply RJR with Voice Mail technology. 

• Note Voice Mall systems should replace the sending of Handheld messages. 

InfoMail has many benefits to the Operations Unit: 

• Faster turnaround time than Handheld messages 

■ Strategy changes can be communicated to the entire Region or Division in 
one message which guarantees employees gel the same information, the 
same way 

• Allows for an immediate response to be sent back to an individual who sent 
you a message. 

• Allows for the sender of a message to see if it was picked up by the recipient 

• Allows Sales Reps to communicate with each other and the Operations Unit 
to get or give information on chains, bill-throughs, line numbers, etc. 

Using InfoMail 

• If a question or request arises, dial {919) 741-6840 to access the InfoMail Help 
Line. Leave name, number, and a brief message. The call will be returned as 
soon as possible. 
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Communications 


• The PC should distribute an InfoMail Mailbox ID list of all Region employees 
to field sales personnel in the Region. This list, similar to the example found 
inRegion Setup (Book I), lists IDs for all pereons. 

When you first cat! IntoMall (800) 885*3824 

Before you can access any InfoMail features, you must go through the On-line 
Tutorial which requires you to: 

• set a 5-8 digit password 

• record your name and mailbox ID 

To begin the Tutorial, dial in to InfoMail (800) 835-3824. Next, dial your default 
password and press U. Dial your mailbox ID number and press If. You will hear 
a welcome message and a brief orientation on how InfoMail works. 

Following arc instructions for completing the On-line Tutorial. 

InfoMail On-line Tutorial 

■ Setting your password. When the tutorial prompts you to set your password: 

• Press 11 ] to change your Password 

• Dial your new password (any 5-8 digits) and press I*]. 

• DO NOT USE YOUR E-MAIL BOX ID NUMBER AS YOUR PASS¬ 
WORD. THEY MUST NOT MATCH. 

■ Recording Your Name • When the Tutorial prompls you to record your 
name: 

• Press |5). 

• Record your name and mailbox ID after the beep. 

• Press |*1 when you are finished recording. 

■ Establish Regular Greeting - Refer to the InfoMail Main Menu, option 4, for 
information on recording your regular greeting. 

Quick Reference Summary 

• To access the InfoMail Help Une, call (919) 741-6840 

• To access InfoMail toll-free, dial 1-800-TELETAG (1-800-835-3824). 

• To back up one step in any procedures, press*. 

• To odt any procedures, press * repeatedly until you exit InfoMail. 

• When playing back a message, press |4) to repeal the message. 


4-16 ■ Book IV: Personnel & Administration Coordinator o R.J. Reynolds Tobacco Company 1993 


SflU^J^Ji^^^^^^i^ly^Ji^document^cs^du^loc^hkvOOOO 


51846 7211 






Communications 


4 


• When leaving a message, press [5) lo by-pass the greeting and access the 
tone. 

« Any recorded message must be at least 3 seconds in length to be accept¬ 
ed by InfoMail, 

• Press (01101 for help or detailed instructions. 

• lYess [*] to deliver as a regular message. 

• Press [1] to deliver as a private message. 

• Press |4) to deliver as an urgent message. 

• Press {*] to canccl.erase the message. 

InfoMail Main Menu 

When you dial into InfoMail, you will access the InfoMail Main Menu. This 
Menu is actually a recording that explains the following 5 options: 

• Review - options for reviewing messages (such as Reply, Erase, and 
Save) 

• Send ■ options for addressing, recording and delivering messages 

• Personal Profile • options for setting your password- 
« Greetings - options for personalizing your greeting. 

• Groups • options for creating/modifying a personal distribution list 
(InfoMail Group) 

To access the InfoMail Main Menu: 

• Dial Into InfoMail 1 -800-835-3824, 

• Enter your password and press I#], 

• Enter your InfoMail box ID and press (#1. 

• Press the number of a Main Menu option (1*5) 

1 Review Messages 

■ Listening to Messages - You can review the messages in your voice mail¬ 
box by pressing [1] anytime the Main Menu is playing. Your messages 
will continue to play until you have heard and responded lo each one. 

Each message comes with an "envelope." An envelope can include the 
type of message (urgent or private), the sender's name, and the delivery 
time and dale. InfoMail always plays the envelope of a message before 
playing the message itself. 
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■ Responding lo Messages ■ After you hear each of the messages in your 
mailbox, InfoMail will ask you to select one or more responses from the 
Response Options Menu. 

• Press 11J lo reply directly to a message from another InfoMail user 

• Press (2) to erase the message 

• Press (31 to save the message for later review 

• Press (4) to repeal the message 

• Press 1*1 at any time to stop reviewing messages and return to the 
Main Menu 

■ Other Helpful Options ■ These options are useful when playing back 
messages: 

• Press [7] to back up 10 seconds in a message 

• Press |7) [7] to back up to the start of a message 

• Press [8] to pause for 20 seconds 

• Press [8] |8) lo resume if paused 

• Press |9| to jump ahead 10 seconds 

• Press |9) (9] to jump to the end of a message 

• Press [ff) to skip to the next message 
2 Send Messages 

1. Press (2) at the Main Menu to send messages to other people's mailboxes. 

2. Dial the mailbox ID number and press [#]. 

3. Press [5] lo begin recording. The message must be at least 3 seconds in 
length. 

4. When you are finished recording, specify a delivery option. 

• Press!#] to deliver as a regular message 

• Press 111 to deliver as a private message 

• Press (4] to deliver as an urgent message 

• Press [*] to cancel/erase the message 
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3 Chang* Pattword 

1. Press |3) at the Main Menu to select Personal Profile. 

• Press [ 1 ] at the Personal Profile Menu to select Change Password. 

• Dial your new password (any 5-8 digits) and press I#). 

• InfoMail will speak the new password. 

• Press Ito confirm it, or press 1*1 to cancel it and enter another pass¬ 
word. 

• Press [*] to cancel it and enter another password. 

4 Names and Greetings 

■ Recorded Names - Your recorded name is part of what people hear when 
they call you and your line is busy, or address an InfoMail message to 
you: 

To review and change your recorded name: 

• Press 14} at the Main Menu to select Record Name and Greeting. 

• Press ll ] at the Greetings Menu to select Name. 

• InfoMail will play your current Recorded Name. 

• Press (ft) to accept it and return to the Greeting Menu or 

• Press 15] to begin recording a new name. Begin speaking after the 
beep. 

• Press |<i] to end recording. 


5 Groups 


■ Groups are lists of other InfoMail subscribers that you may need to send 
messages to on a regular basis. Once you set up a group, you can send a 
message to all members of the group with a single keypress. 


Creating a Group: 

I. Press [5] at the Main Menu to select Croups. 


2. Press [1] at the Croups Menu to select Create a New Group. 

3. Dial a New Croup number (1-8) and press I0). 
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_ Communications 

4. InfoMail will repeal the number and take you to the Group Edit 
Menu. 

5. Press [ 1) to add group members: 

• Dial the mailbox ID (address) to be added 

• JnfoMai) will repeat ihe name or number 

• Press [#] to add ihe number to the group or press |*1 lo cancel. 

• Repeal these steps until all mailbox addresses have been added 
(up to 24) 

• Press Iff) lo end addressing. 

6. Press |2] lo record a Group Title. 

7. Press 15) to begin recording. 

8. Press |#J lo end recording. 
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Preliminary 

Activities 


Utilizing American 
Express Business 
Travel 


The PC can handle all travel arrangements (or Region personnel, including hotel 
reservations, air travel and rental cars. DO NOT UTILIZE THIS SERVICE TO 
ARRANGE VACATIONS OR OTHER PERSONAL TRIPS. 

Each manager in the Region should (ill out a travel profile (or American Express 
Business Travel. This company handles all travel arrangements and needs infor¬ 
mation specific to each manager. At this point, most managers already have pro¬ 
files. For those who do not or for newly promoted managers, a profile should be 
filled out and forwarded to American Express Business Travel. A sample form is 
included at the end of this section. 

When air travel is not required, it is often more convenient for the PC to call spe¬ 
cific hotels for reservations. However, American Express will handle these tasks 
as well, if requested. 

1 A request for travel arrangements will be made by RJR managers. 

2. The PC should make arrangements with American Express BusinessTravel. 
To do this: 

• Have details of request available 

• Call American Express Business Travel at 1-800-227-5902 

• Identity company, managers' name, and state where Travel profile 
resides 

• Communicate travel details: 

- origination/departure dates and preferred times 
origination/departure locations 
any special requests 

3. American Express personnel will verify information and secure any reserva¬ 
tions, tickets, automobile rentals, etc. Utilize the Trip Record to record final 
travel arrangements. A sample form is included at the end of this section. 

4. Once arrangements have been completed, communicate to the manager via 
InfoMail or fax copy of the Trip Record. 

5. American Express will ensure any tickets or travel agenda's arc sent to the 
location requested. If request entails sending travel materials to the Opera¬ 
tions Unit, the PC should expedite their forwarding to the appropriate per¬ 
sonnel when received. 
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Travel Arrangements 


Making Travel 
Arrangements 
Directly With Hotels 


As previously stated it is often quicker and more convenient to make non-air 
travel arrangements directly. 

The PC should gather the American Express Card Number of each manager in 
the Region. These numbers will be necessary when holding hotel reservations 
when made directly. If needed, a copy of each Manager's Travel Profile can be re¬ 
tained at the Operation Unit for review. 

1. Request for arrangements is made by RJR Management. 

2. PC should place call to make reservation, per management instruction. 
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AMERICAN EXPRESS* BUSINESS TRAVEL SERVICE 


PLEASE COMPLETE AN! 
RETURN TO: 


TRAVEL SERVICES 

_ i 11 PLAZA 

You can count on us to make 
your next business trip 
run as smoothly as possible. 

ENROLLMENT PROFILE 

TRAVELER INFORMATION 


Name_Title 


Company name 



Divison/Depl 


Employee 10 A 

■£><* 

VVCMK 
phpne *( 

) 

Home . l 

phone* ( ) 

delivery address 'bid*. - , *p/o0 C . 

Charge my 

busmess Iravel to Card name 


Number 


E*p date 

Guaraniee my 

hotel reservationto 

(•r different irom atx^e) Card name 


Number 


Exp dale 

S*gnaiure X 




Date 


TRAVELER PREFERENCES 

The following information enables us to individually customize your travel arrangements. Providing us with 
this information now will save you time later on-cvcrv time you book a business trip in the future. 


Avi«e seaimg Special 

preference [j Aisle Q Window [J Smoking Q Non smoking meal requests 



FREQUENT FLYER CLUB MEMBERSHIPS 


HOTEL/CAR CLUB MEMBERSHIPS 

Aylme 

ID# 

Company 

ID# 

Aylme 

ID# 

Company 

ID# 

Airline 

ID# 

Company 

ID# 

A vine 

ID* 

Company 

ID# 

Arime 

ID* 

Company 

ID # 

Avlme 

ID* 

Hotel toom 

presence 

□ 

<1 

□ 

r 

1 

Travel 

Arranger/Secretary 


Phone // 


Source": http 
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Preliminary 

Activities 


Making Meeting 
Arrangements 


Making Meeting 
Books 


As necessary, the PC can make arrangements for Division or Region meetings. 

The PC should obtain a list from each Division, District, Chain, or Region Man¬ 
ager noting preferred meeting locations. This list should be prioritized and also 
indicate: 

• Contact name and phone number 

• Any special arrangements (for example, a hotel may give a free meeting 
room if attendees are staying at the hotel) 

• Any special rates applicable 

1. RJR Management will forward details of meeting to the PC, either orally or 
in writing. 

2. The PC refers to instructions or prioritized location list, to determine where 
meeting is to be held. 

3. The PC calls meeting location and arranges event. The PC should be pre¬ 
pared to supply the following information: 

• Table/chair arrangement for meeting room 

• Number of attendees 

• Refreshments or snacks needed and when 

• Any additional items needed (i.e, overhead screens, VCRs, flipcharts, 
notepads, pens/pends, ashtray, coat racks, etc.) 

• Lunch arrangements, if necessary 

• Names of persons staying at hotel (make reservations) 

4. Once arrangements have been made and locked in, the PC should communi¬ 
cate necessary information to affected RJR personnel. InfoMail may be used, 
but letters are more appropriate if the volume of information to be passed on 
is large. Information to be communicated to RJR personnel should include: 

• Dates, locations and times 

• Meeting attire 

• Subject of meeting 

• Items to bring to meeting, if necessary 

5. If certain items are to be brought from Division/Region/Operations Unit Of¬ 
fices (such as Eiki Vision, overhead projector, etc.) the PC must communicate 
with personnel who should pick up and bring item. 

Some meetings will require the setup of meeting books for each attendee. When 
books are required, a set of contents is forwarded to the PC by the manager and 
is duplicated in the quantity requested by that manager. In these cases, nothing 
can replace the "collate" button on the Operations Unit copying machine. 


© R.J. Reynolds Tobacco Company 1993 BookIV:Personnel & AoministravonCoordinator ■ 6-1 




51846 7222 







Issued: 8/93 


6 


Meeting Arrangements 


ui 

M 

CO 

CM 

'-J 

M 

ro 

w 


6-2 ■ Book IV: Personnel & Administration Coordinator o R.J. Reynolds Tobacco Company 1993 

^SourceJittDS^ww^ndusti^document^cs^d^oc^hkvOOOO 



CHAPTER 7 
Correspondence 


51846 7224 




Issued : 8/93 


Correspondence 



Preliminary 

Procedures 


The Personal Si Administration Coordinator must ensure that all correspondence 
is distributed, sent and filed in a timely manner. The volume of mail in an Opera¬ 
tions Unit can be immense; as a result, it is crucial that proper steps arc taken to 
ensure good organization of this task. The PC is responsible for each of the fol¬ 
lowing areas: 

• Mail 

• DTs 

• E-Mail 

• Faxes 

• As Indicated In the Region Setup procedures (Book 1), an efficient mailroom 
must be in place. This mailroom should be arranged with stackable mail 
"slots" with each sales rep's name assigned a slot. Additionally, each Divi¬ 
sion and Chain Division in the Region should also have a mail slot. 

• A packet of each sales rep/managers' address shipping labels should be in 
each slot. These labels can be obtained as follows: 


1. Select PRINT REPORT from the SIS Main Menu and press [ENTER], 
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2. Select SALES ADDRESS LABEL from the Print Report Menu and press 
[ENTER], 



. , : .. 


PM*? UfMT MENU 


Dt/02/*3 OVl SIlII 


DAILY SALKS REP DETAIL CAU REPORT 
BRAND INVENTORY REPORT (•) 

MAUD DISTRIBUTION RESORT <•) 

PROPOSED ALIGNMENT REPORT 
ACCOUNT COVERAGE EXCEPTION REPORT 
ACTIVITY SUMMARIES REPORT 
ACCOUNTS NOT CONTACTED REPORT 
HISTORICAL REPORT SELECTION MENU 
REFERENCE SCRRRNS MANUAL 
CONTRACT PAYMENT-INOUJAY APT 
CONTRACT PAYMENT-AY ACCOUNT NO. 

CONTRACT PAYMENT-ALPHABETICAL NAME 
CONTRACT PAYMENT-CHAIN BY TERRITORY 
•CANNINO DISPLAY REPORT 
CPN-MGT IN7ER-DIVIIION TRANSFERS 

• THESE REPORTS MILL BE SCHEDULED FOR OVERNIGHT EXECUTION 


MASTER ACCOUNT LIST 
' CHAIN MASTER ACCOUNT LIST 
WHOLESALE PRODUCT LINE LISTS 
~ BRAND DIST BY CALL CLASS [•) 

" MONTHLY RETAIL COVERAGE REPORT 
- CONTRACT SUtMARY REPORT 

KERCH/Acer MKT SUWtARY REPORT I 
'CHAIN NON COMPLIANCE REPORT 
ftUAlil ADDRESS (ABELS 
'“'CRAIN STANDARD INFORMATION 
' HA-BRAND TO BRAND NAME REPORT 
~ COUPON MANAGEMENT ACTIVITY DETAILS 
~ COUPON MANAGEMENT INVENTORY REPORTS 
~ CRN PLACEMENT/INVENTORY RECON RPT 


*» 


PRESS PP! TO RETURN TO THt SIS MAIN MENU 
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3. This screen allows for a variety of selections. For the purposes of choos¬ 
ing labels for mailings to sales personnel, type "X" next to SALES EM¬ 
PLOYEE ADDRESSES and MAILING ADDRESSES to request a list of 
all employees listed within this operating unit. 



Also required is the number of labels needed. Type the quantity desired 
at the COPIES prompt. 

♦ Nole The number of individual labels needed must be input — not the 
number of sheets of labels. 

Once all information has been entered, press [ENTER) to continue. 
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Sorting Incoming 
Mail 


4. A list of all employees within the operating unit is displayed. Select any 
or all employees within the operating unit. Select any or all employees 
by typing "X" next to their name. Once all selections have been made, 
press [PF2| to process. Adhesive labels will be sent from Winston-Salem 
once this takes place. Allow approximately one week for delivery. 



1. Once received each day, the PC should, before opening, arrange all incoming 
mail into separate piles. These stacks should be broken out based on the Ad¬ 
dressee's name or operating unit. 

2. Once all mail has been separated, the PC should open and review all articles 
in each pile: 

• Each item is reviewed for content to determine to whom, the correspon¬ 
dence should be forwarded. 

• To exped itc processing and better organize distribution, each article 
should be placed in the slot of the person to whom the correspondence is 
to be forwarded, as each letter is opened. 

• Certain items need to be retained in Operations Unit General Files. See 
General Mail file section for details. 
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Sending Mail 

1. The PC should ensure all mall Is sent 1 to 2 times each week. The Region 
Operations Manager should determine how often mail is to be sent. The ob¬ 
jective is to reduce the quantity of unnecessary correspondence being sent to 
Region personnel. 

2. Because each sales rep and managers' mail slots have been continually filled 
throughout the week, determining what should be sent and to whom is no 
problem — the process is virtually complete when the PC begins. 

3. The PC, beginning with the first slot, should take out all contents of the slot, 
except for the address labels. This correspondence should be placed in an en¬ 
velope. Utilize an address label from that mail slot to address the envelope. 
Complete this process until the contents of all mailslots arc scaled in enve¬ 
lopes. 

4. Utilize the mail machine to determine postage required for each item, and 
place postage. 

5. Once all envelopes have been stamped with proper postage, the entire stack 
of outgoing mail can be placed in designated spot for pick-up. 

-- - - This feature enables one Field Office to communicate with another via the Office 

jocument Transport- computer System , 
ers (DTs) 

Receiving Incoming DTs 

1. Incoming DTs should be treated like mail. Each document should be for¬ 
warded to the mailslot of the parties that should receive it. 

♦ Note Certain priority or "hot" DTs may need immediate distribution to 
affected parties. Consult with Region Operations for Region guidelines 
regarding when important documents should be distributed. 
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Sending DTs 

1. Select DOCUMENTATION TRANSPORTER from the SIS Main Menu and 
press [ENTER], 



2. This screen prompts the PC for pertinent address information and tillc/sub- 
jeet: 

• State the title/subject 

• State sender in space provided. Give Manager's name and office number. 

• Under Send Shipment To, select from these options: 

• National distribution - all offices ($$$$) 

Sales Area (#$$$) - all offices in Sales Area 

- Sales Region Office (#xxx) 

- Region (##$$)-all offices in Region 

- Region Office (##$$) 

Division/District (####) 

• Type Operations Unit # at SHIPMENT CONFIRMATION SENT TO 
prompt 

Once all information is entered, press [ENTER] to type message, 

3. At the File Text Facility screen, type in message. 
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Electronic Mall 


• Press [ENTER] If more space is needed for message. 

• Use phrase "To All Division Managers" when sending DT to all manag¬ 
ers in the entire country. Use phrase 'To Our Division Managers" when 
corresponding with selected Managers (in this case, list all managers, 
with office #s, at the beginning of the message) 

• Once complete, press [PF1] to transmit the message to parties indicated 
previously. 



4. A confirmation report indicating that the message was sent will print at the 
printer. Retain per normal filing instruction. 

Electronic Mail or E-Mail, is being utilized more and more often. Because this 
option can communicate information directly from Windows Applications, the 
information can be more complex. Also, using E-Mail allows the receiver to work 
with and modify the document sent. This mode will be used by most parties 
sending customized budget reports, long formatted letters, etc. 

General Information 

• When you access Electronic Mail, you will be using Personal Services/PC 
(PS/PC). The instructions that follow explain show to use this product. 

• Electronic Mail may be used to exchange any type of PC file (i.e., Microsoft 
Word, Microsoft Excel) between electronic mail users. 
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• Access electronic mail at least twice daily (morning and afternoon) to receive 
your incoming mail. It is very frustrating to send mail and the recipient not 
retrieve it. 

• Receive your status weekly. The status document provides information 
about your electronic mail activity. Review the status to determine who has 
not received your mail. 

• Clean up your file cabinet weekly. The File cabinet contains information 
about all of your electronic mail activity. An item is created in the file cabinet 
each time you send or receive electronic mail. This information is stored on 
your hard disk and takes up needed space. Delete any items that are no long¬ 
er needed. 

• When using PS/PC, you should make your selections with the number, such 
as "2 send." By pressing the number, you will not have to press [ENTER], 

For assistance with Electronic Mail problems, please call the RJR Customer Help 

desk at 800/822-2011. 


From the RJR Master Menu: 

Accessing Electronic 

Mail J, Select ELECTRONIC MAIL. Personal Scrvices/PC willload and the Main 

Tasks Menu will be displayed. 

2. Press [ALT] + [ESC] top access the "a" mainframe session. Verify that the 
MSG10-RJRT TERMINAL-ID :XXXXXXXX IS NOW IN SESSION screen is In 
the background. If not, log off any application (SIS, SES, SMS,etc.) until the 
MSG-10 screen appears. Continue pressing [ALT] + [ESC] until you return to 
the PS/PC Main Tasks Menu. 


_ i(| ~ 7 : There arc two methods which may be used to exit Electronic Mail. The first 

Exiting ElOCtroniC method is to exit Electronic Mail completely. To do this: 

Mail 

From Electronic Mail: 


1. Select [F8] to return to the Main Menu. 

2. Select [F9J to disconnect from the Host 

3. Select [F10J to exit and return to the RJR Master Menu. 

4. From the RJR Master Menu: 

• Press [ALT] + [TAB] to return to the Program Manager, or 

• Press [CTRL] + [ESC] to display the Task List 

The second method is lo have Electronic Mail running in a window and toggle to 
another window so you may access either Word or Excel. To do this: 
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From Electronic Mail: 

1. Press [CTRL] + [ESC] to display the Windows Task List or press [ALT] 
+{TAB] to display the Windows Program Manager. 

2. Point and double-click on the task you want lo access. 

------ Electronic mail should be received at least twice daily. These is no notification 

Receiving Mall that mail is waiting to be picked up. 

1. Access Electronic Mail from the RJR Main Menu. 

• Note: When you receive your mail, it will be stored on the drive/path 
that you specified in your User Defaults - Disk Paths (receive). The two 
defaults which may be used are A:\ or C:\DATA\MAIL. If you use A:, be 
sure to insert a diskette in the A: drive. If you use C :\DATA\MAIL, your 
mail will be stored in this directory. 

2. Select 1 RECEIVE. 

3. Select 1 HOST. 

• Communications Link to RJRT will appear in the bottom right comer 

• If there is no incoming mail, the following message appears: THERE IS 
NO MAIL FOR YOU TO RECEIVE AT THIS TIME. 

4. Position cursor on the first mail item received. 

5. Select option 0 ITEM DESCRIPTION for each new mail item received. 

6. Note the PC FILENAME (document name and extension) of the document 
received (i.e., status.doc, weekly.jsp). To view or print, you must go to 
WORD or EXCEL. The document will be stored either on the A: drive or in 
the C:\DATA\MAIL directory. 

7. Press [F5] Previous Menu to select next new mail item and repeat steps 5 and 
6. 

8. Exit Electronic Mail. 

9. Access WORD or EXCEL to print document(s). 

7T~" All documents or spreadsheets which are received via electronic mail must be 

Printing Mail printed in Microsoft Word or Excel. A message, note or status document may be 

printed from electronic mail. 
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To print a document: 

1. Go to Word for Windows. 

2. Select FILE and OPEN. 

3. From Directories: 

• Double-click on appropriate drive (i.e., [-A-] or [-C-). 

• If needed, select directory where document is stored (i.e., 

C:\DATA\MAIL). To change to another directory, such as C:\DATA\MA1L: 

- Double-click on I..] 

Double-click on [data] 

- Double-click on [mail) 

4. Choose the file you want to open. If document has a file extension other than 
DOC, you must type the appropriate file extension in OPEN FILE NAME or 
use a wildcard (*). 

Examples: 

Open File Name: [ A^.0011 - a list of documents with .001 extension will 

display 

[ Af.‘ ) - all documents will display 

5. When file is open, print the document. 


Sending a Document 


To send a Microsoft Word document, an Excel spreadsheet, or any other PC file 
to another user, follow these instructions: 


1. Create your document in Microsoft Word or Excel; save and close the docu¬ 
ment. 

2. Access Electronic Mail. 

3. From the PS/PC Main Tasks Menu, select 2 SEND, 

4. Select t DOCUMENT. 

5. From the SEND DOCUMENT menu, complete the following: 

PC Filename: document name (i.e., plan doc) 

Doctype: PVT 

Drivc/Path: A: or C:\DATA\WORD 
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Addressing Mall 


♦ Note The Drive/Palh field on this screen will show the default defined 
in USER DEFAULTS - DISK PATHS (SEND). Most of the documents 
you create in Microsoft Word will be stored on either the A: drive or the 
C:\DATA\WORD directory. If the file you want to send is not located on 
A: or C:\DATA\WORD, change the drive/path to show where the file is 
located. 

6. Press [ENTER] when eompleled. The ADDRESS HOST MAIL menu will be 
displayed. 

You can address your mail using any combination of two ways: (1) type individ¬ 
ual User ID/Address or (2) copy distribution lists. 

To address mil to individual User IDs/Addresses: 

From the ADDRESS HOST MAIL menu: 

1. Press [ENTER] or select 1 ADD/CHANGE to address mail. 

2. Under SEND TO, type the USER ID. Example: 4000, 

3. Press [TAB], 

4. Under ADDRESS, type RJRT. 

5. Press [ENTER] when completed. You can address your mail to a maximum 
oflOO recipients. 

6. Select 2 SEND. 

To address mail using distribution lists; 

From the ADDRESS HOST MAIL menu: 

1. Select 4 LIST NAMES. 


2. Highlight the distribution list you want to copy and press [ENTER). Tire list 
will be copied back to the previous panel. 

3. Repeat step 2 until all distribution lists have been copied. REMINDER: You 
can send your mail to a maximum of 100 recipients. 

4. When you finish, press [F5J to return to the previous panel, where the names 
in each list will appear. 

5. Select 2 SEND. 

• "Wait" will flash in upper right comer. 

© R.J. Reynolds Tobacco Company 1993 Book IV: Personnels Administration Coordinator ■ 7-n 


Sourcejnttgs^ww^ndus^ 


JU/U 




51846 7235 






Issued: 8/93 



Correspondence 


• Note.: If "wait" continues to flash for more than 5 minutes, the host has 
encountered a problem. You should press [F9] to disconnect and call the 
Help Desk for assistance. 

• "Communications Link to RJRT" will appear in the bottom right comer. 

The host status document provides information about your electronic mail activi¬ 
ty. Status needs to be retrieved weekly since it shows whether electronic mail 
you have distributed has been picked up. 

When you receive a status, you will receive a document entitled DIST1NFO. This 
document consists of four sections: 

• Document is to be delivered to your User ID 

• Status of distributions (delivered, scheduled to be delivered, invalid 
recipient, etc) 

• Status of error messages which occurred 

• Number of documents distributed 

O Note When you receive your status, it will be stored on the drive/path that 
you specified in your "User Defaults - Disk Paths (Receive)." The two de¬ 
faults which may be used are A:\ or C:\DATA\MAIL If you use A:, be sure to 
insert a diskette in the A: drive. If you use C:\DATA\MAIL, your status will be 
stored in this directory. 

1. From the PS/PC Main Tasks Menu, select 1 RECEIVE. 

2. Select 2 STATUS. 

3. Select option 1 VIEW. 

4. Review the host status document. 

• To move through the document, use the arrow keys or the pageup/page 
down keys. 

• The "Status of Distribution Specified for Acknowledge Delivery" section 
will show the status of electronic mail which you have distributed. 

• If the status shows SCHEDULED, the mail has not been picked up by the 
recipient. You may need to notify that person that mail is waiting for 
them the receive. 

• If the status shows DELIVERED, the mail has been picked up by the re¬ 
cipient. 

5. Press |PFS| PREVIOUS. 

6. The document may be deleted after reviewing. To delete: 

• Select B DELETE. 
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File Cabinet 


• Select 3 BOTH to delete the file cabinet item and the document. 

The file cabinet is a central location where a record of your electronic mail activi¬ 
ty is maintained. Each time you send or receive mail, an item is noted in the file 
cabinet. Since this information is stored on the hard disk, you need to delete 
items on a weekly basis. 

From the PS/PC Main Tasks Menu: 

1. Select 5 FILE CABINET. 

2. Select 1 REVIEW to review the file cabinet items. You will see an item for all 
mail with an associated Tag. Some of the tags used are: 

• Mail which has been sent Tag * SEND 

• Mail which has been received Tag=NEWMAIL 

• Status document received Tag* STATUS 

To delete an item from the File Cabinet 

3. Highlight the item to be deleted. To view details concerning this item, select 
0 ITEM DESCRIPTION. 

4. Select option 8 DELETE. The message box requests which type of delete you 
want to perform: 

1 ITEM - deletes file cabinet item 

2 DOCUMENT - deletes document file from disk 

3 BOTH - deletes item and document 

5. Select 1 ITEM. The item will be deleted. 

• Note This is the preferred method to use when "cleaning up" the file 
cabinet. By deleting only the item, you will not delete a document which 
you need to keep. 

To delete an item and the document 

♦ Note To delete a document, you must insert the diskette in drive A: which 
contains the document you want to delete. If the document is stored on C: 
\DATA\MAIL or C:\DATA\WORD, the system will locate the file. 

1. Select 3 BOTH. The item and document will be deleted. 

IMPORTANT: Be careful when deleting documents; do not delete documents 
you may need. 
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Distribution Lists 


Distribution lists an: an easy way to address mail to a group of people who use 
electronic mail. For example, you could create a distribution list for one chain ac¬ 
count and name it FOODLION. Then, when sending mail to that chain, you could 
use FOODLION Instead of each person's user ID and address. A distribution list 
can contain entries for up to 50 people. You can define as many of as 50 distribu¬ 
tion lists. Each one must have a unique name. 

To create a Distribution List 


1. Select 6 DIRECTORY. 

2. Select 2 DISTRIBUTION LISTS. 

3. Select option 2 CREATE LIST. 

4. Select option 2 ADD. 

5. Type the following information. Press [TAB] to move between fields. 

LIST NAME 

Name of the distribution list. Name can be up to 8 characters. 
DESCRIPTION: 

Brief description of list. Can be up to 30 characters. 

6. Linder USER'S NAME type the full name of the user you are creating the 
entry for. This field is optional. The only time this "full name" will show up 
is when using Note. 

7. Under USER ID, type the person’s electronic mail User ID. 

8. Under ADDRESS, type KJRT. 

9. Move the cursor to the next line and repeat steps 6-8 to add other entries. 

10. When finished, press [ENTER], 

11. Sclectoptionl SAVE LIST. 

12. Press |PF8] Main. 

To edit a Distribution List 

1. Select 6 DIRECTORY. 

2. Select 2 DISTRIBUTION LISTS 
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Sending a Message 


Sending a Note 



3. Select option 1 EDIT LIST. 

4. Select option 3 CHANGE. 

5. Make additions or changes and then press [ENTER], 

6. Select option 1 SAVE LIST. 

7. Press [F8] Main. 

To delete a Distribution List 

1. Select 6 DIRECTORY. 

2. Select 2 DISTRIBUTION LISTS. 

3. Move the arrow keys to the distribution list you want to delete. 

4. Select option 3 DELETE LIST. You will be asked if you are sure that you 
want to delete list. 

5. Select option 1 YES. The distribution list will be deleted. 

6. Press [F8] Main. 

The message function is used when you need to send a short message to another 
user. The message text can only be 256 characters (four lines). To send a mes¬ 
sage: 

1. Select 1 SEND. 

2. Select 2 MESSAGE. 

3. Type the text of the message. The editor does not word wrap but will return 
you to the next line. 

4. Press [ENTER] when completed. 

5. Address the mail. 

The "note" function is used when you need to send a message longer than 4 
lines. Notes can be up to 600 lines (about 10 pages). However, if you plan to cre¬ 
ate a lengthy note, you will want to use WORD. 

1. Select 3 NOTE or select 2 SEND and 4 NOTE. 

2. Complete the following field as needed: 

TO UseriD (space) RJRT or Distribution List Name 
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CC: UscrID (space) RJRT or Distribution List Name 

SUBJECT: Subject of note 

REFERENCE: Reference information, if needed (i.e., previous note, meet¬ 
ing, etc.) 

• Note If you are entering only one address line (TO or CC fields), press 
[ENTER] to move to the next field. If you need to add another address 
line, highlight the TO field and press [F9]. (ADD LINE). 

3. Type the text of your note. 

4. Press [F2] END. 

5. Select 1 SEND AND FILE. (Send note and file in file cabinet). 

“ " ' ~~ An on-line user directory is available from the Host for users of the RJRT elec- 

Electronlc Mail tronic mail system. To access this directory. 

Directory 

From the Personal services/PC (Electronic Mail) menu: 

1. Confirm that you are disconnected from the host. "Communications Link to 
None" should appear. If not, press [F9] to disconnect. 

2. Press [ALT] + [ESC]. The MSG10 - RJRT TERMINAL XXXXX IS NOW IN 
SESSION screen will be displayed. 

3. From the MSGl 0.. screen: 

• Type: CICSP05 and press [ENTER]. 

• Press Clear Screen (pause) 

• Type DIR and press [ENTER]. The User Selection panel will display. 

4. Press [TAB] to the UserlD Field. 

5. Type the first 2-4 characters of the last name and an asterisk (example SMIT*) 
and press [ENTER], 

• Note You can select by matching a complete string such as SMITHJ or a 
generic value using the wildcard character. For example, typing 
"SMIT*" in the User ID field will select all users whose User ID begins 
with "SMIT", such as SMITHB, SMITHC, etc. By using the wildcard sym¬ 
bol (*), you will help limit your search, If you press [ENTER] without 
providing any criteria, you will get a list of all users. A maximum of 250 
users can be displayed during the search. 
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You will now see the list of users that match your selection criteria. A listing 
of Address, User ID, Full Name and Department will display. Press [FB] to 
scroll forward and [F7] to scroll backward through the list. 
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6. Locate the appropriate User ID. Electronic mail user ID's consist of up to 6 
characters of the last name and first initial. A number is used to identify 
users with the same name. The ADDRESS and USER ID fields are used 
when sending electronic mall. 



7. To make another selection, press [F3] QUIT to return to the USER SELEC¬ 
TION menu. The QUIT key is also available in all panels. Pressing [QUIT] re¬ 
turns you to the previous panel. 

8. To exit: 

• Press [F3] QUIT until you see the UPDATE Transaction Ended message. 

• Press clear screen. 

• Type CESF LOGOFF. The MSG10... screen will be displayed. 

• Press [ALT] + [ESC] until you return to the PS/PC Main Tasks Menu. 
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7 


1 - Disk Paths 


Electronic Mail User Defaults 

Before using Electronic Mail, your user defaults must be correctly defined. These 
instructions show the menu you would have displayed and the commands to 
complete your defaults. If you have a problem or need assistance, please call the 
Customer Help Desk (919) 741-5713. Please follow these instructions to set up 
your defaults. 

1. From the RJR Master Menu, select ELECTRONIC MAIL. 
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2. From the MAIN TASKS Menu, select 10 USER DEFAULTS. 



1 

DISK PATHS 

DISK DEFAULTS 

2 

PERSONAL 

YOUR ID, PASSWORD, METHODS OF OPERATION 

3 

ATTACHMENT 

HOST ATTACHMENT TYPE 

4 

COMMUNICATIONS 

FOR ASYNCHRONOUS COMMUNICATIONS AND 3270-PC 

5 

LOGON 

HOST LOGON/LOGOFF INFORMATION 

€ 

INTERFACE 

APPLICATION PROGRAMS 

7 

BYPASS 

PANEL BYPASS DEFAULTS 

B 

HOST PASSWORD 

CHANGE YOUR HOST PASSWORD 

TAB TO A CHOICE AND 

PRESS [ENTER] 

MESSAGE: OR TYPE THE NUMBER OR THE FIRST LETTER OF A CHOICE 


STATUS: HOST TRACE orr LOCAL TRACE OFF COmUNICATIONS LINK TO NONE 

n HELP F5 PREVIOUS F7 DOS FB MAIN FS DISCON 


Ssa* 
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3. From the USER DEFAULTS menu, select 1 DISK PATHS. 


ESS 




Y - 

PS/PC i 

DISK 

DEFAULTS 

-^ 

WAIT 

SEND 

DRIVE/PATH—— 


A:\ OR C:\DATA\WORD 


RECEIVE 

DRIVE/PATH-—-' 


A:\ OR C:\DATA\KAIL 


FILE CABINET 

DRIVE/PATH———> 

C:\PSPC.M\ 


LOCALTAACE LOG 
DRIVE/PATH--— 


C:\PSPC.SYS\ 


FIND RESULTS 
DRIVE/PATH-—— 

•—> 

C:\PSPC,M\ 


MEMORY SWAP 
DRIVE/PATH—— 

—, 

C: \P5PCMEH\ 


WHERE THE FILE 

YOU WANT TO 

SEND CAN BE FOUND 


MESSAGE: MAKE ADDITIONS OR 

CHANGES, THEN PRESS (ENTER) 



} STATUS: HOST TRACE orr LOCAL TRACE OPP COMMUNICATION LINK TO NONE 
1 HELP F5 PREVIOUS F? DOS FB MAIN FP DISCON 


4. The DISK DEFAULTS menu will be displayed. 



cn 
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5. From the SEND field, type the appropriate drive/path for this default. Refer 
to Note 1. 

6. Press [TAB], 

7. From the RECEIVE field, type the appropriate drive/path for this default. 
Refer to Note 2. 

8. Do not change any of the other defaults on this screen. 

9. Press [ENTER] when finished. The USER DEFAULTS Menu will be dis¬ 
played. Since some Regions/Divisions use the A drive to store documents 
and some use the C drive (hard disk), these instructions were written for 
both. You will make your selection according to where you want to store 
your documents. 

NOTE 1 : The SEND drive/path default is used when sending a document. 
This default tells the system where your Word documents are stored. Com¬ 
plete the SEND field with the appropriate drive/path where you store your 
documents. 

Store document on A: drive TypeA:\ 

Store documents on hard drive Type C:\DATA\WORD 

NOTE 2: The RECEIVE drive/path default is used to define where you want 
to store your incoming mail. Complete the RECEIVE field for the appropri¬ 
ate drivc/path where this incoming mail should be stored. 

Receive mail on A: drive Type A:\ 

Receive mail on hard disk Type C:\DATA\MAIL 
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2 - Personal 


1. From the USER DEFAULTS Menu, select 2 PERSONAL. 



2. The PERSONAL DEFAULTS menu will be displayed. 


ftHSONJU. DEFAULTS 


DIVISKWREGION NAME 
DIVISION/REGION NUMBER 


> RJRT 


USER INFORMATION 0EFAULT 
USERS NAME 
USER ID 
HOST DEfAULTS 
HOST ADDRESS 
TYPE OF PASSWORD 
HOST PASSWORD 
HOST PRINTER NAME 
JOB NAME FOR HOST PRINT REQUEST 
RECEIVE RFT DOCUMENTS VIA HOST 
MAXIMUM Silt OF RECEIVED DOCUMENTS > 9000 
NOTE DEFAULTS 

REOUEST APPEND > 2 

FORCE APPEND ON REPLY > 2 

REPLY/SEND WITH A MESSACE > 2 

jSjTOUR NAME USED IN AUTHOR FIELD OF DOCUMENT DESCRIPTION 
J [MESSAGE; MAKE ADDITIONS OR CHANGES, THEN PRESS [ENTER]. PCDN FOR MORE DETAILSEj 


(FIELD SHOULD BE BLANK) 


PCJOB 
1 


STATUS: HOST TRACE OFF 
HELP FS PREVIOUS 


LOCAL TRACE OFF COMMUNICATIONS LINK TO NON^ 
FT DOS F8 MAIN T9 DISCON 
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3. For USER NAME, type the name of your Dtvlsion/Rcgion. For example, 
Winston-Salem Division. 

4. For USER ID, type the number of your Division/Region. This number is also 
used as your electronic mail user ID (e.g., 2126). 

5. Press [TAB], 

6. For HOST PASSWORD, delete any text in this field. At this time you do not 
have a password. Instructions for setting a password are in the last section of 
this discussion. 

7. All other defaults on this menu should be the same as shown above. 


8. Press [PAGE DOWN] to go to the next menu. 




r 

PS/PC 5 PERSONAL DEFAULTS 


WAIT 

SEND DEFAULTS 

> 

2 

PRIORITY 

> 

1 

CONFIRM DELIVERY 

> 

2 

PERSONAL 

>• 

2 

CREATE SEND ITEM IN FILE CABINET 

> 

1 

LIBRARY DOCUMENT DEFAULTS 

MAXIMUM DOCUMENTS TO TIND 

> 

100 

MAXIMUM MINUTES TO FIND DOCUMENTS 

> 

s 

AND SEPARATOR CHARACTER 

> 


OR SEPARATOR CHARACTER 

> 

? 

STRING CUTOFF CHARACTER 

> 

■ 

CREATE LSTORE ITEMS IN FILE CABINET 

> 

I 

MISCELLANEOUS DEFAULTS 

FIDELITY MESSAGES 

> 

2 

BEEP WHEN AN ERROR OCCURS 

> 

1 

PC PRINTER TYPE 

> 

1 

PC PRINTER PAGE WIDTH 

> 

08.5 1 

PC PRINTER PAGE LENGTH 

) 

n.o 

CHOOSE ONE 1 - YES 2 - NO 

MESSAGE: MAKE ADDITIONS OR CHANGES, THEN PRESS 

(ENTER). PGUP FOR MORE DETAILS 


STATUS: HOST TRACE OFF 
1 KELP F5 PREVIOUS 


LOCAL TRACE OFF COWfUNICATIONS LINK TO NON 
F7 DOS ra MAIN F9 DISCON 





9. Verify that your defaults are the same as above. If not, please change. 

10. Press [ENTER) when finished, The USER DEFAULTS Menu will be dis¬ 
played. 
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3 - Attachment 


From the User Defaults a Menu, select 3 ATTACHMENT. The Host Attach¬ 
ment menu will be displayed. 



2. Verify that HOST ATTACHM ENT is 2. If not, please change. 





• PC 3270 EMULATION PROCRAH 
<700 PC APPLICATION SERVICES OR 
IBM 3270 WORKSTATION PROGRAM 

3 - PC 3270 EMULATION PROGRAM, ENTRY LEVEL 

4 - PC SUPPORT/3B 

b - AS/400 PC SUPPORT 
6 - PC SUPPORT/38 

HOW YOUR PC IS CONNECTED TO THE HOST 

MESSAGE; TYPE THE NUMBER TOR YOUR HOST ATTACHMENT AND PRESS (ENTER) 


STATUS: HOST TRACE OFf LOCAL TRACE OFF COMMUNICATIONS LINK TO NONE 

FI HELP FS PREVIOUS F7 DOS FB MAIN F9 DISCON 
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3. Press [ENTER] when finished. The User Defaults Menu will be displayed. 


4 • Communications 


1. From the USER DEFAULTS menu, select 4 COMMUNICATIONS. The Com¬ 
munications Equipment Defaults menu will be displayed. 



2. For SHORT NAME, the default is A:. 

3. Do not change any other defaults. The other defaults are not used. 

4. Press [ENTER] when finished. The USER DEFAULTS Menu will be dis¬ 
played. 


ui 

M 

03 

tD» 

Or 

-vj 

or 


7-26 ■ Book IV: personnel & Administration Coordinator <d RJ. Reynolds Tobacco Company 1993 

Source: https://www.industrvdocuments.ucsf.edu/docs/vhkvOOOO 







Issued: 8/93 


Correspondence 



S•Logon 


1. From the USER DEFAULTS MENU, select 5 LOGON. The Host 
Logon/Logoff Defaults Menu will be displayed. 



2. Verify that your defaults are the same as above. If not, please change. All 
defaults must be typed with capital letters. 

3. Under "For automatic logoff - Command" type CESF LOGOFF. 

4. Press [ENTER] when finished. The USER DEFAULTS menu will be dis¬ 
played. 
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8 - Host Password 


Passwords have not been set up for your User ID. It is important that a password 
be used for security purposes. Follow these instructions to set up a password. 

1. From the USER DEFAULTS menu, select 8 HOST PASSWORD. The Change 
Your Host Password Menu will be displayed. 



2. Press [TAB] to YOUR NEW PASSWORD field. 

3. Type a password. Your password can be uppercase/lowercase letters or 
numbers. 

4. When finished, press [ENTER]. PS/PC will logon to the host to make this 
change. 

To verify your password 

5. From the USER DEFAULTS Menu, select 2 PERSONAL. 

6. Press [TAB] until you reach the HOST PASSWORD field. Your new pass¬ 
word will display. This password is automatically submitted by PS/PC dur¬ 
ing the logon process. 

7. Press [F8], The MAIN TASKS Menu will be displayed. 
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Receiving Faxes 

When /axes are received, the PC should review the content and addressee and 
distribute to the appropriate personnel. 

Sending Faxes 

The PC will receive instruction that a fax needs to be sent. Refer to the fax ma¬ 
chine manuals for details. 
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Summary 


Office Expenses 


VOUCHERS (TEMPORARY PAYMENT SYSTEM) 

Vouchers are company-issued checks that are requested through the Temporary 
Payment System. These checks are utilized to make payment for Temporary Dis¬ 
plays, ongoing Office Expenses, Merchandiser Bonus Payments and other miscel¬ 
laneous expenses. 

Prior to requesting a voucher for an expense, an account can be established and 
verification of amount owed and type of expenditure must be in the SC's posses¬ 
sion. Discuss with the Region Operations Manager what guidelines your Region 
and Sales Area have regarding proper verification. 

Creation of an Account for a New Vendor 

New accounts should only be created for vendors for which relatively regular, 
ongoing payments will occur. The PC should consult with the Region Operations 
Manager if he/she feels as submitted vendor does not fit this criteria. 

1. Select Payment Systems from the SIS Main Menu and press (ENTER). 
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Temporary Payment system 


2. Select Temporary Payment System and press [ENTER], 




8-2 ■ Book IV; Personnel & AomNismATiON Coordinator © R.J. Reynolds Tobacco Company 1993 


51846 7257 














issued: 8/93 


Temporary Payment System 


8 


4. Press (ENTER) until the first blank position appears. Type "A" at that first 
blank position and press (ENTER). 
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5. The Office Expense Vendor Account Maintenance screen appears. An account 
number will automatically be assigned by the system. 



6. Using a copy of the invoice from the account you are adding or a rental 
agreement in the case of outside storage or postage meter rentals, input the 
requested data. The following must be included: 

• Complete name/address (only address 2 line is optional) 

• Account's phone number 

• A "Y" to indicate vendor is incorporated 

• A "N" to indicate vendor is not incorporated. If you entered "N", the Tax 
ID Type and the Tax ID sections must be completed. 

• Note. The PC need only know whether the entity is incorporated; all 
Government entities, as well as electric, natural gas, and phone compa¬ 
nies should be considered incorporated and noted with a "Y". 

7. Print the screen. Press [ENTER], 


ui 
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8. Stamp the screen print with the Field Sales Account Verification stamp avail¬ 
able at the Operations Unit. 

• Circle New in the section of the stamp labeled New/Updated Vendor 

• Staple the copy of the invoice to this print screen. The original will be 
needed later for payment processing. 

• Review to ensure information on stamp matches information on the 
print screen. 

• Attach note indicating what the new account is to be paid for (e.g., sur¬ 
plus, phone, etc). 


TPS - OFFICE EXPENSE PAYMENTS 
FIELD SALES 
ACCOUNT VERIFICATION 

Requested by: 

Div#_ Date_ 

Circle: New/Updated Vendor 

Name_ 

Div Management Signature 


APPROVED BY: 

AM-F_ Date. 

D/A_Date. 

ACTIVATED BY: 

SFS_Dale 


♦ Note .: Complete additional information as appropriate. The Region 
Operations Manager should approve these accounts by signing in the 
Division Management Signature Book. The APPROVED BY section of 
this form is no longer applicable. 

9, Once all information Is verified as correct, all copies of the print screen and 
the invoice along with an explanation of what the account is lo be paid for 
(supplies, taxes, etc.) should be faxed or mailed to Sales Financial Services 
(SFS). The original invoice and print screen should be placed in a file titled 
"New/Updated Accounts Pending Verification.” 
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10. At this point, no further action can be taken until the account is activated by 
the Sales Area. A weekly report titled "Previous Week's Accounts Activated" 
report will print at the Operation Unit weekly. This report will list any ac¬ 
counts activated during the previous week. 

• You do not need to wait for this report to determine if a vendor has been 
activated. Simply access the "Office Expense Vendor Account Mainte¬ 
nance" screen to sec if the vendor is ready for payments to be made. 


Vendor Account 
Update 


Vendor Account Name and Address Update Procedures 

1. Select Payment System from the SIS Main Menu and press [ENTER]. 

2. Select Temporary Payment System and press [ENTER]. 

3. Select Office Expense Vendor Account Maintenance and press [ENTER], 

4. Type "C next to the account you want updated. 
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5. Overtype any appropriate data you wish to change. 


TEMPORARY PArMtNT SYSTEM 
Office EXPENSE VENDOR ACCOUNT MAINTENANCE 


BJ/C4/BJ UlDTilO 


NAMEi SOUTHERN BELL INC. 
AOOREIEt: P.O. BOX ITS 
ADDRESS!: 

CITYt N1N3TON-SALEM 
STATE! NC 
lift HIM 


IS-JS r-EMP-ID} TAX-ID<J>l 


fRESI m TO RETURN TO Off ICS VENDOR SELECTION SCREEN 



6. Print the screen once the changes have been made. Press [ENTER]. 

7. Stamp the screen print with the "Field Sales Account Verification" stamp 
available at the Operations Unit. 

• Circle UPDATED in the section of the stamp labeled "New/Updaled 
Vendor." 

• Staple the copy of the invoice to this print screen. The original will be 
needed later for payment processing. 

• Review to ensure information on the stamp matches the information on 
the print screen. 

B. Once all information is verified as correct, copies of the print screen and the 
invoice should be faxed or mailed to the Area Manager — Finance. This 
must be done enytlme the PC makes any change on any portion of the 
vendor's data. When these changes occur, the account is deactivated 
— the PC cannot process any payments until the vendor has been reactivat¬ 
ed. 
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Account Deletions 


1. From time to time, the PC will be informed by management or sales reps that 
an account should be deleted. 

2. A written request should be sent by the PC to Sales Finance in order to have 
an account deleted from your list of available and active office expense ven¬ 
dors. 

3. When the processing of the PC's request is complete, the account will no 
longer appear on the system listing of accounts. 


Office Expense Oftlce Expense Payment System • Vouchers Requested via This System 

Payment System l, The PC should understand the office expenses that are required to be made 

via this system. They are: 

• Electricity 

• Natural gas/heating oil 

• Water/sewage 

• Telecommunications 

• Garbage Collection 

• Monthly office security payments 

• Office cleaning (if not done by RJRT part time employees) 

• Copier lease payments 

• Office supplies 

• Fax machine annual maintenance payments 

• Outside storage (for rental agreements covering at least 1 year) 

• Postage meter rental payments 

• Postage meter postage 

• Courier service 

• Outside agency temporary labor 

• Vehicle rented for use in overhead installation 

• UPS/RPS 

• Property taxes for vehicle registration (if paid with property taxes) 

• Any other frequently used vendors on an as-needed basis 

2. Any questions regarding the merit of placing a vendor on the system should 
be directed to the Region Operations Manager. This should be the only form 
of payment for these expense types. In other words, once established on TPS, 
no draft or cash payments should be made for vendor in payment for the 
above services. 
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Invoice Payment 
Procedures 


1. For most office expenses, the account will submit an invoice from which it 
will be paid. 

• A monthly invoice is not required for rental payments associated with 
outside storage and postage meter rentals. 

• For postage meter postage payments, a check can be requested in ad¬ 
vance to be used for payment. The invoice should be obtained upon re¬ 
ceipt of postage and kept as documentation. 

2. Select Payment System from the SIS Main Menu and press [ENTER]. 

3. Select Temporary Payment System and press [ENTER]. 

4. Select Temporary Payment. 





TEMPORARY PAYMENT SELECTION MENU 


OJ/M/M UtlOjIT 


X TEMPORARY PAYMENTS 

MCE I YE BOOKS INTO DIVISION 
EMPLOYEE BOOK ASSICNMENT 
MAINTENANCE TUNCTIOHS 
INQUIRY PUNCTIONS 

REQUEST CHAIN DISPLAY REPORT 
OrriCE EXPENSE VENDOR ACCT KAINT 
APPROVE REQUESTED VOUCHER PAYMENTS 


ENTER AN * NEXT TO THE fUNCTION YCHJ NISH TO SELECT 


PRESS in TO RETURN TO PAYMENT RECIITER SELECTION MENU 
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5. Select "Office Expense Payment" and press [ENTER], An account may also be 
selected by inputting its account number. 
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6. The following screen displays a list of activated calls for which payment may 
be made. Place an "X” next to each account for which payment should be pro¬ 
cessed. While you may select multiple accounts, the system will only allow 
for processing one at a time. 
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7. This screen indicates the account chosen. Verify that the correct account is 
appearing by entering "X” in the appropriate blank. If No is punched in, the 
system will automatically return you to the screen shown in the previous 
step. 


ims 


MWWWWWWm. 


SELECT TYPE Of PAYMENT TO BE HADE I 

TEMPORARY DISPLAY PAYMENT 

X OrriCI EXPENSE PAYMENT 
DISTSIBUTER ASSIST PAYMENT 
MERCHANDISER BONUS PAYMENT 
OTHER TYPE OP PAYMENT 

ACCOUNT NUMBER I JlitSJ ISSl 

LOCATIONi TEST ADDRESS ROUTINE MAIL 

STREET 

CLPJMOMS, NC 2701} 


VERirr TYPE or PAYMENT AND PAYEE ABE CORRECTi yes 


PRESS rri TO RETURN TO THB PAYMENT SYSTEM SELECTION MENU 


' • ••• ; 
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8. This screen highlights a scroll list of expense categories. Move the cursor next 
to the expense category best describing the payment to be made. Input the $ 
amount to be paid to the vendor. 



• Invoice discounts/credits should be taken where possible 

• Only current month charges should be input (previous months' balances 
should have been processed from their original invoice) 

• Press [ENTER] to calculate the total amount (top right hand comer) and 
press [PF8] to continue. 
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Temporary Payment System 


9. At this screen, the PC should enter a free-form explanation of the office ex¬ 
pense being paid. It is very important to enter the invoice number and 
account number for office payments, if this information is available on the 
invoice. This explanation will not appear on the check being processed. 



• The "Pay by Voucher" portion of the screen will always contain an "X” 
when working in the Office Expense Payment System. 

• The PC may elect to send the payment directly to payee or have it sent 
to the Operations Unit for disbursement. Check with the Region 
Operations Manager to discuss guidelines. 
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10. The following screen summarizes the payment just processed. The PC 
should verify the payee and $ amount one more time. If accurate, press [PF8] 
to make the payment. If inaccurate, press [PF1] to back out of the system 
and resubmit. 
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Temporary Payment System 


11. The following screen indicates all data regarding payment just submitted. 
Press [ENTER] to continue. 




ACCOUNT NVKMNiSmJ* 
TOTAL AMOUNT DUE I «J.C0 


PAYS!i RALEIGH WATER CO 


VOUCHER NUMBER AJStCWED 15012*27 

EKf AlANATIONt IWVOICI* rOR JIMJ-OCT * 
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Temporary Payment System 


8 


12. Verify the destination of the Payment Detail Report and press |ENTER], 

♦ Note.■ A Temporary Payment System Detail report will print for every 
payment made. These details must be retained with the original Invoice. 
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BookV: 

Systems Coordinator 

The position of Systems Coordinator (SC) involves the proper administration of 
all activities related to SIS reporting, drafts/vouchers, 7101s, and contract main¬ 
tenance. The SC should have a sound understanding of the RJRT computer sys¬ 
tem and be able to troubleshoot problems in each area of accountability. 

The SC also manages labor reporting and the submission of expense reports. 
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drafts 

~ The administration coordinator has the responsibility for verification, issuance. 

Summary maintenance and accounting of all draft books issued to personnel with the Re¬ 

gion. In addition, the Systems Coordinator (SC) must maintain all unissued draft 
books under lock in the Region Operations Unit. 


~~ : ~ ~~ “ 1. The Region Operations Unit should maintain all supplies of draft books. The 

Ordering Draft Books SC should maintain reasonable supplies on hand to satisfy ongoing needs. 
Normally, a 1-month supply is sufficient. 

2. With the Region Operations Manager, the SC should establish a ’build-to” 
figure to ensure proper levels of books arc maintained in the operations unit. 

3. The SC should monitor supplies closely, and order as needed to the "build to” 
figure. 

4. Draft books arc to be ordered through the SMS System. The pertinent 
commodity numbers are as follows: 

$500 drafts (5 sets of 25/SKU) - #312348 
$5000 drafts -#183471 
Draft book covers - #111971 


Receiving Draft 
Books 


1. On receipt of draft books, check each to ensure that they contain 25 drafts per 
book and that the drafts are sequentially numbered. Report any discrepan¬ 
cies immediately to the Disbursements accounting department (Cash ac¬ 
counting section) for resolution. Books must be formally received into the 
Operations Unit, utilizing the Payment System in SIS. 
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Payment Systems 


2, Mark an "X" beside Payment Systems and press [ENTER], 



3. Select Temporary Payment Systems and press [ENTER], 
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4. Select Receive Books Into Division and press [ENTER], 
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Payment Systems 


5. The following screen indicates all draft books which are in transit to the Op¬ 
erations Unit. Place an "X" next to the appropriate book. 



6. Lock up all draft books immediately. 


Issuing Draft Books 


1. The SC receives supply requests from sales rep for draft book. Draft books 
can only be issued to company employees. 

2. Before assigning new draft books, review the status of the books previously 
assigned to that employee and resolve any possible drafts found with a "clear 
- no draft", paid or blank status. Attention must be paid to the resolution of 
these error messages of prior issues before new books are sent. 
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3. Select Payment Systems from the SIS Main Menu and press [ENTER). 

4. Select Temporary Payments Systems and press [ENTER). 

5. Select Inquiry Functions and press [ENTER). 
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6. Enter the employee number. Review books previously assigned to this sales 
rep. Valid codes are: 

• COMPLETED - All drafts are complete and accounted for. 


• ASSIGNED - Indicates at least one drafts is still pending. 


GttcmiN 

exnoYie nunuri hjji 





DIVISiDNl 1311 



7. If all books are completed, a new book may be issued. If any books are still 
assigned, use [PF1J to return to the previous screen. 
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8. Enter the beginning draft number of the books in questions. This screen dis¬ 
plays a list of each individual draft from the draft book requested, and its 

current status. Five different status conditions are possible. 

• CLEAR ■ NO DRAFT - Draft has been written, deposited, and has 
cleared the bank but has not been entered into the System, or is involved 
in a keying error or communication problem. 

• BLANK (no status) - Draft use is unaccounted for, may or may not have 
been written and/or voided, may or may not clear the bank, but is con¬ 
sidered to be written and unentered. 

• PAID - Draft has been written and entered into the system but has not 
yet cleared the bank. 

• CLEARED BANK - Draft has been written, entered into the system and 
has cleared the bank. 

• VOID - Draft has been voided in the system via the P/C. 
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Payment Systems 


9. Of these statuses the first two clearly give the most cause for concern. These 
are drafts which need to be addressed with sales reps to resolve their out* 
standing status. 'Paid" status, while unresolved, is largely out of the hands of 
RJR responsibility. In these cases, this status may require the SC to contact 
the account to determine the disposition of the draft. The final two statuses 
are completely resolved. 



10. Once all drafts on a given draft book are successfully resolved, the book will 
receive the designation "complete." The SC should pursue the reasonable 
resolution of outstanding drafts before Issuing morel 

11. Upon satisfactory resolution of outstanding drafts, new books may be issued. 
To assign the draft book to the employee, select Payment Systems from the SIS 
Main Menu and press [ENTER]. 

12. Select Temporary Payment Systems and press [ENTER]. 
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13. Select Employee Book Assignment and press [ENTER], 



Copyright © R.J. Reynolds Tobacco Company 1993 


Book V:Systems Coordinator ■ 









Issued: 8/93 


1 



Transferring Draft 
Books 


Payment Systems 


14. Input the employee number, beginning and ending draft number of the en¬ 
tire quantity being assigned and the number of books assigned. Care should 
be taken to ensure that all books are Issued in sequential order from the Re¬ 
gion Operations Unit 



1. Only FULL draft books may be reassigned to another employee or trans¬ 
ferred to another Division. 


2. If an employee is promoted, reassigned to another Division or is terminated, 
all PARTIAL draft books must be voided (see Voiding Drafts section.) 

3. Any remaining full draft books must be Unassigned or Reassigned via the 
following steps. 

4. Select Payment Systems from the SIS Main Menu and press [ENTER], 


5. Select Temporary Payment Systems and press [ENTER]. £ 

00 

£> 

CTt 

-J 

N) 

*X> 

IsJ 


1-10 ■ Section V: Systems Coordinator Copyright © R.J. Reynolds Tobacco Company 1993 




locs/vhkvOOOQ 









Issued: 8/93 


Payment Systems 



6. Select Maintenance Functions and press [ENTER]. 






TEMPORARY PAYMENT SILZCTIDN MENU 04/30/93 09l3&t 33 


TEMPORARY PAYMENTS 
FECIIVI BOORS INTO DIVISION 
BMPU>rtE BOON ASSIGNMENT 
X MAINTENANCE FUNCTIONS 
INQUIRY FUNCTIONS 


REQUEST CHAIN DISPLAY RSPORT 

of net imns* vendor acct maint 

APFROVI REQUESTED VOUCHER PAYMENTS 


ENTER AN * NEXT TO THE FUNCTION YOU NISH TO SELECT 


PRESS Eft TO RETURN TO PAYMENT REGISTER SELECTION MENU 


r I 


7. Select Reassign Employee Draft book and press [ENTER]. 
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Books 


Payment Systems 


8. Enter appropriate information regarding the transfer. 



• Books may be reassigned to another employee or placed in an unasslgned 
status- Urtassigned books should be placed in Operations Unit lockup. 

1. As usual, drafts voided in the Field must be phoned into the Operations Unit 
during that work day. Additionally, the white ’’original'' draft should be im¬ 
mediately sent to the Operations Unit. 

2. Upon notification of the need to void a draft/draft book, utilize the following 
steps. 

3. Select Payment Systems from the SIS Main Menu and press [ENTER], 

4. Select Temporary Payment Systems and press (ENTER). 

5. Select Maintenance Functions and press [ENTER]. 
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6, Select Void Drafts and press [ENTERJ. 
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7. This screen is utilized to void both one or more drafts. Enter the draft num¬ 
ber only, if it is a single draft. Enter the range of draft numbers and the total 
drafts to be voided if more than one draft. 



Disposition of 
Completed Drafts/ 
Draft Books 


1. Sales Reps will return completed drafts books with all blue copies attached. 

However, there are several cases where the SC may receive blue tissue copies 

of written drafts. 

• If draft is written to a new call, or if a call outside the rep's normal terri¬ 
tory is made, the blue copy of the draft will be sent to the SC. The draft 
must then be punched in under Temporary Payments Systems. See the 
Temporary Payments System section for details. 

• If the draft error occurred when the rep punched in draft at retail, the rep 
will immed iately send in the blue copy for correction. Again, this is done 
via Temporary Payments. 
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• If the draft is voided at retail, the rep submits the white copy of the draft. 
The blue copy should be retained in the draft book. Handle voids as in¬ 
structed in Voiding Drafts/Draft Books. 


Resolving Draft 
Errors 


1. The SC should review the Daily Draft Activity Report (DDAR) (printed each 
morning) each day for possible listings of draft errors. 

It is important to address draft errors quickly as the Company's general 
ledger Is not updated for a draft payment until all error messages pertaining 
to that draft are resolved. 

2. Draft errors are normally much more easily handled when they are ad¬ 
dressed immediately. After reviewing the Daily Draft Activity Report for er¬ 
rors, it will probably be necessary to determine information as to the account 
contacted, activities In the call, drafts written and for what item the payment 
is being made. To do this, SIS tracks and records general errors relative to 
drafts. However, error messages on the DDAR are general in nature. (See 
error messages in this section.) 


3. Select Managemen t Summaries from the SIS Main Menu and press [ENTER], 
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4. Select Daily Sales Rep Detail Calls and press [ENTER], 
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5. Enter the employee number and date the listed error was made. The infor¬ 
mation is obtained from the Daily Draft Activity Report. 
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6. The screen indicates calls made on the date requested by the employee. 



7. Place an "X" by any call desired or all calls to view detail of activities record¬ 
ed by that rep in that call. Print the screen showing activity relative to the 
draft. 

8. With this preliminary activity accomplished, the following will provide gen¬ 
eral overview of errors and a description of several different error types and 
how they should be resolved. 
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DAILY SALE* UP DETAIL CALL 


DMHOK-EWLOm 212C-04C71j 
EX? NAME AYEAS JR K 
DATE 04/15/*J 

ACCOUNT 3020*4 

ROUTE 021 


root) TAIR «l STORE VOLUME 1*2 
1411 S HA?THOME AD. CALL CLASSIPICATION R02 
HIHSTON SALEM LAST CALL DATE 05/14/*] 
HC 2110) CALLS THIS OTA 3 


ADV *LACED PARES 13 

PD1 CHAMCl (NOME) 

MERCK CHANCE (NONE) 

DISPLAYS 

MIN CTN DISPLAY 1 P1ACID 


15.00 HEADQUARTER CHECK 


PRESS ENTER TO CONTINUE THE DAILY DETAIL ACTIVITY. 
PRESS Prl TO RETURN TO THE CALL ACTIVITY VieNINO MENU. 
PRESS »»1 TO PRINT THE DAILY DETAIL ACTIVITY. 


, ... v . .il 


A given Error Message may be prompted by various causes or "error types." As 
the Error Message is on the Daily Draft Activity Report, only a generalized error 
indicator, it is necessary to determine the specific error type which caused the ap¬ 
pearance of the message in order to take appropriate action to resolve. 

While an error message is most frequently prompted by an erroneous keying 
entry, the appearance of an error message does not necessarily mean that a key¬ 
ing error has occurred or that a draft entry was inappropriate. 

Examples 

• An error message will result when a draft is entered from a book which is 
unassigned In the System. 

• An error message may result from a Secretary's correcting entry which pre¬ 
ceded a hand-held communication or which bypassed an existing error mes¬ 
sage. 

• An error message will result from an entry keyed for a new account for 
which an SIS account number is as yet unassigned. 

In this latter example, the account received payment promptly, the drafts use is 
accounted for and the payment detail is included in the 'Daily Sales Reps Detail 
Call" information. While the SIS account number must still be assigned and the 
draft entered through the PC, this would have been done even if the handheld 


Copyright © R.J. Reynolds Tobacco Company 1993 


Book V:Systems Coordinator m 1-19 


Source: 


51846 7301 








Issued: 8/93 



PAYMENT SYSTEMS 


entry had not been made. Thus the benefits of the handheld entry outwiegh de¬ 
layed payment and/or delayed PC entry for avoidance of an error message. 


Removals 


With few exceptions, error messages are not removed automatically as a result of 
a corrected entry. For example, one such exception is Error Type 1 for Error Mes¬ 
sage DRAFT NO HAS NOT BEEN ASSIGNED TO AN EMPLOYEE. The mes¬ 
sage will automatically be deleted from the error report on the day following 
successful assignment of the Draft Book in the system. 

The messages are monitored, normally daily, by the Home Office where they are 
deleted upon noting that a correcting entry has been made and has fully resolved 
the error listed. Therefore, error messages are normally off reports on the 2nd 
day following the SCs correcting entry. 

An error message may also be deleted following an SCs discussion with the 
Home Office as to the resolve action to be taken as outlined in detail in the re¬ 
solve steps found under the various Error Message Types. 


Error Messages 


DRAFT* HAS NOT BEEN ASSIGNED TO AN EMPLOYEE 


POSSIBLE 

PROBLEM 1 A draft has been written from a book which is unassigned in the 
Temporary Payment System 

RESOLUTION • Determine the territory for the SIS account number listed 
with the error 

• Assign the draft book in the Temporary Payment System to 
the Sales Rep whose territory has been determined to 
include the account. 

• Make a "Book Inquiry" to confirm a successful book 
assignment 

N ole Unlike Error Type 2, drafts listed with this error message 
do not require reentry as they will be received automatically into 
the System that night following the book assignment. 
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POSSIBLE 

PROBLEM 2 A draft number from an unasslgned book belonging to another 
Division has erroneously been keyed into the hand-held unit 


RESOLUTION • Determine the territory for the SIS account number listed 
with the error 


• Contact the Sales Rep to determine the correct draft number 
for the account listed with the error. Confirm account name, 
date written and amount paid. 

• Print payment detail screens for this account in the 'Daily 
Sales Rep Detail Call." 

• Reenter the draft using the screens printed and the correct 
draft number. 


ERROR DRAFT • HAS ALREADY BEEN ENTERED; DRAFT NUMBER 

IS ALREADY COMPLETE AND CLEARED BANK; DRAFT * 
HAS ALREADY BEEN VOIDED. 

ERROR 

TYPE 1 The SC has made a corrected or voided draft entry by passing 

the draft error listed or preceding a handheld communication. 

RESOLUTION • The Home Office will delete the listed error normally by the 
2nd report following the secretary’s entry mentioned above. 

ERROR 

TYPE 2 A draft number, correctly entered at an earlier date, has been er¬ 
roneously rekeyed in the handheld unit and is a lower number 
than the draft number written more recently. 

Example: 

Draft number 21100026-3 was written & entered correctly on 
September 1. 

- Draft number 21100046-3 was written on September 4, but 
was entered as draft number 21110026-3 in error. 
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ERROR 

TYPE 3 A draft number, erroneously entered at an earlier date, which 
was greater than the draft number written at that time, has been 
rekeyed correctly for a more recently written draft. The draft 
erTor listed is actually a valid entry. The earlier erroneous entry 
may require reentry. 

Example: 

- Drafter number 2110051-1 was written on September 1 but 
was entered as draft number 21100058-3 in error. Draft 
number 21100058-3 was written and entered correctly on 
September 4. 

RESOLUTION • Make a "book inquiry" to see if any drafts have a skipped or 
"clear no draft" status which will need resolving with the 
Sales Rep and which will normally include a draft number 
related to the listed error. 


• On the Book Screen, “X" and enter the draft number of the 
listed error to determine if the listed error is a result of an 
error type 1. If It is an error type 1, no further action is 
required. If it is not an error type 1, print this draft screen for 
possible use later. 

• Contact the Sales Rep to determine the correct draft number 
for the SIS account listed with the error and to determine all 
necessary information for entering any skipped drafts noted 
in the Book Inquiry. 

• If it is an error type 2: 

- Print payment detail screens for this account in the 
"Daily Sales Rep Detail Call." 

- Reenter the draft using the screen printed and the 
correct draft umber. 

• If found to be an error type 3 and not previously corrected: 

Use the draft screen printed in step 2 to reenter under its 
correct draft number. 

Call the Home Office to back out the draft initially 
entered in error. The valid draft listed in error will not 
require reentry and will automatically enter the system 
that night. 
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ERROR ACCOUNT * IS UNASSIGNED, MISSING OR OUTSIDE REP'S 
TERRITORY 

ERROR 

TYPE 1 A draft has been entered for a new call for which an SIS account 

number has not been assigned. 

ERROR 

TYPE 2 A draft has been entered for an existing account for which the 
SIS account number was unknown to the Sales Rep. 

ERROR 

TYPE 3 A draft has been entered for an existing account belonging to an¬ 
other Territory or Division which is outside the boundary limits 
possible for draft entry completion by the Sales Rep's handheld 
unit. 


RESOLUTION • Make a "Book Inquiry" to see all drafts with a skipped or 
"clear no draft" status which will need resolving with the 
Sales Rep. 

• Print the payment detail screens in the "Daily Sales Rep 
Detail Call" for all "O" account containing payment details 
totaling the amount listed in the crTor and possible 
containing the account name. 

• Contact the Sales Rep to determine the status of the account, 
new or existing, and to determine all necessary information 
for entering any skipped drafts noted in the "Book Inquiry." 


• Check the SIS Master List to confirm the account's status and 
to avoid possible multiple account number assignment. 


• If error type 1, add the new account to the SIS Master List 
and secure the new SIS account number. 


• If error type 2 or 3, secure the existing SIS account number. 

• Reenter the draft using the correct account number and 
using payment details printed earlier in step 2. 
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General Notes 


ERROR 

DRAFT CLEARED BANK - TOTAL AMOUNT DOES NOT 
MATCH BANK AMOUNT OF 

ERROR 

TYPE1 

A draft payment has been erroneously overkeyed or underkeyed 
for a correctly written draft amount, or a draft payment has been 
correctly keyed for an erroneously overwritten or underwritten 
draft amount. 


RESOLUTION • Make a "Book Inquiry" to determine all drafts with a skipped 
or "clear, no draft" status which need to be resolved with the 
Sales Rep. 


• Access the Daily Sales Rep Detail Call and print payment 
details for the account listed with the error in the Daily Draft 
Activity Report. 

• Contract the Sales Rep to determine why the handheld entry 
does not agree with the written draft amount. 

- If the written draft amount was actually correct, reenter 
the draft using payment details supplied by the Sales 
Rep. Notify the Division Manager of the occurrence. 

- If the keyed total was actually correct, and the draft was 
overwritten or underwritten for the amount due the 
account, consult the Division Manager for determination 
of payment details to be entered to agree with the 
amount which cleared the bank. 

1. Check for draft errors when the Daily Draft Activity Report is printed each 
morning. 

2. Begin error resolves promptly as they are generally resolved more easily and 
quickly the earlier handled. 

3. Unresolved errors eventually result in Bank Suspense Lists and increased com¬ 
munications with Sales Reps and the Home Office. 

4. Make a "Book Inquiry" for all errors listed in the Daily Draft Activity Report 
per book involved. 

5. 9th digits (check digits) of draft numbers can be determined if any 9th digit 
in the book is known as they run in descending order 7 though 1 in cycle but 
vary for 1st draft from book to book. 

6. Voided drafts may only be unvoided by the Home Office. 
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7. Draft numbers entered erroneously, for a correct account and payment, can 
be backed out by the Home Office If the draft status Is Paid but not If "cleared 
bank." (see note 8.) 

8. Before an erroneously entered draft number is backed out, it should be deter¬ 
mined if this draft has been, or needs to be, reentered under its correct draft 
number. A "Book Inquiry" and "SIS account Inquiry" are frequently helpful 
in making this determination. 

9. SIS account numbers entered erroneously, for a correct draft number and 
payment, can be changed by the Home Office. The Division Manager must 
be notified of this error/change. 

10. An error message or error entry does not have to be deleted by the Hme Of¬ 
fice prior to the PC entry provided the draft status is skipped or "clear draft." 
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Summary 


VOUCHERS (TEMPORARY DISPLAY PAYMENTS) 

Generally, speaking, sales representatives utilize drafts to make payment to 
chains/calls for which they are responsible. However, from time to time, the 
Region personnel may request that payments be made through the TPS system. 
In those cases, the sales rep/manager should provide direction as to which pro¬ 
motions are being paid, how many units of the item in questions and over what 
time period the activity should be pulled. 


General Guidelines 


The SC may not request a single voucher for over $250,000. 

The SC may not request a group of vouchers for over $250,000. The TPS 
system will not process vouchers entered over $50,000 until online approval 
has been secured from the Sales Finance. Contact Sales Finance to obtain 
specific guidelines on the documentation necessary to support voucher 
payments over $50,000. A report will be generated daily listing vouchers 
pending approval. These vouchers can also be viewed online under the TPS 
Selection Menu. Vouchers pending approval will be assigned a request 
number starting with ”8888'' until they are approved. 

Vouchers over $250,000, proper documentation (invoices, etc.) plus a copy of 
the SIS MSS screen (detailing the pertinent activity in the call in question) 
should be immediately forwarded to the Sales Finance for review, after pro¬ 
cessing has occurred. 


" ' -- 1. Upon submission of TPS request by appropriate personnel, the SC should ac- 

ODtainlng Proper cess available information relative to payment specifics: 

Documentation 

• Promotion (displays, VPR's etc.) 

• Quantity (number of units to be paid for) 

• Length of time from which to draw activities (if appropriate) 

• Account number of location to which payment should be made 

2. If the payment requires a tabulation of chain display activity, utilize the fol¬ 
lowing steps. 

A. Select Payment Systems from the SIS Main Menu and press [ENTER]. 

B. Select Temporary Payment Systems and press [ENTER], 
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C. Select Request Chain Display Report and press [ENTER). 
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D. Input the following: 

• Chain ID number 

• Time frame for which activity should be pulled 

• Type of report desired (usually complete store list) 

• Report sequence 



Stores with Display generates distribution of only stores receiving display. 
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E. These screens display the entire range of display and VPR payment pos¬ 
sibilities. Up to 15 entries may be made at one time. Select proper promo¬ 
tions by placing an "X” next to the appropriate displayed/WR. 




CHAIN IDl 31M-00-00 


CAM F1JJH LTMDCJ 
“ Nil C Lt* DU 
2 NJf NIN MUC M7 
KDTKIT ITS 
DAN T-*HT MDAO 
2 DA* T-SHT Nr 17 
DAN T-JHT Nf I7X 
L1ATL VAN <0 VT* 
~ NIN DNAG T IJKDC 
2 CAtOU, COOLWt 
CAM CAT 

“ MP C/» LT* II 



Once selections have been made, press [PF12] to submit the job for print¬ 
ing. 
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H. The report obtained will provide Information needed to request data TPS 
payment. It will also serve as documentation for requested payment. 
Refer to example of this report in the Reports section of this manual. 

I. Issue copy to sales rep/manager as appropriate. 

3. If the voucher requested is payment for VPRs, buy-downs, etc., proper docu¬ 
mentation must he present. This should be invoices or velocity reports. 

Under no circumstances should a request for voucher be processed with¬ 
out proper documentation. 
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Requesting Vouchers for Temporary DIsplays/VPRs 

1. Select Payment System from the SIS Main Menu and press (ENTER). 


2. Select Temporary Payment Systems and press (ENTER). 

3. Select Temporary Display Payment and press (ENTER). It Is also necessary to 
input the account number or name on this screen. 


SKLtCT TYFB or rATKZHT TO U HACK t 

K TSMFOftASY DISMAY FATMZMT 


omci 1XTEH3S FAYXEHT 
" DISTRIBUTER ASSIST FAYWITT 
' MKRCHANDISIR BONUS FAYKEHT 
" OTHER TYF1 Of FAYHENT 


Util ACCOUNT NUWWRt 3S1I1* 


FM.tt Frl TO RtTVAM TO THE FAYKKHT IYITCM StlACTIOH MENU 
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4. After entry, the location and mail-to addresses will appear for the account 
number indicated. Verify that the information is correct and press (ENTER). 

IMPORTANT: The "Mail" name and address (if completed) will be the name 
used as the payee on the check. Any discrepancies between "account name” 
and "mail name" are printed on the weekly TPS Payments Requested 
Through Division Office report. 




0S/0S/S3 oil!) 


SELECT TYPE Of PAYMENT TO U HADE 1 

X TEMPORARY DISPLAY PAYMENT 

OTPICE EXPENSE PAYMENT 
DISTRIBUTER ASSIST PAYMENT 
MERCHANDISER BONUS PAYMENT 
OTHER TYPE OP PAYMENT 


ACCOUNT NUMBER] 30113* 
LOCATION) LARRYS SUPER MARKET 
2941 MILBURN1E Rt>. 
RALEIGH, NC 27*10 


ISSUED AND 

MAILED TOi IARRYS SUPER MARKET 
20*1 MILBURNIE AD. 
RALEIGH, MC 21(10 


vtRirr type or payment and payee are correcti yes _ nc 

PREJJ M TO RETURN TO THE PAYMENT SYSTEM SELECTION MENU 



CD 
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5. The following screens list the possible temporary display payment options. 
All display descriptions are In alphabetical order. Completing the Next 
Description line with a description or first letter of a description will 
automatically move the screen to that display. 



6. Utilizing the documentation retrieved previously, input appropriate quanti¬ 
ties next to the appropriate promotions and press (ENTER). 


Copyright & R.J. Reynolds Tobacco Company 1993 Book V: Systems Coordinator ■ 1-33 

Source: httDs://www.industrvdocuments.ucsf.edu/docs/vhkvQOO( 


51846 7315 








Issued : 8/93 



PAYMENT SYSTEMS 


7. This screen tabulates the information Just placed into the system, generating 
a total $ amount for check. Review and press [PF12] if accurate. 
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8. As in Office Expenses, it is necessary to write a free form explanation of the 
items paid for. Doublecheck the accuracy of the payee and the amount. Select 
the destination of the voucher — payee's business or Operations Unit. Press 
(PF8) to make the payment. 



9. This screen highlights all information just entered. Press (ENTER). 

10. Press (ENTER) to obtain a Temporary Display Payment Detail Report for this 
payment. This is required documentation to attach to other associated docu¬ 
ments 
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Distributor 

AssIst/VAPs 


These programs are similar in nature. RJR personnel, in an effort to expedite de¬ 
livery and improve market penetration, oflen request direct accounts to perform 
various packing and shipping functions relative to promotional displayed. 

• DISTRIBUTOR ASSIST PROGRAMS - In these cases, the direct account has 
sole responsibility for the selling, packing, and placement of promotional 
displays in low-volume calls they service. For this, RJR has agreed to pay 
these direct accounts $1100 for each display placed. 

• VALUE-ADDED PROGRAMS - Often larger in scope than Distributor Assist 
programs, this program differs in two major areas: 

- RJR personnel sell retail accounts on their blanket acceptance of monthly 
promotional displays. These authorizations are forwarded to the direct 
account — the wholesaler's responsibility is only to pack and ship the 
display — direct accounts do not sell this program, RJR personnel do. 

- The Value-Added Program follows different payment guidelines 

• For Package Premium and BSGSF displayed - $28.00/case 

• For Carton Premium displays -$15.00/case 

• For Carton Coupon di splays - $10.00/case 

• For B1G1F displays-$9.00 case 

• A variable amount is also available - consult with Region Operations 
Manager for details on Region/Sales Area guidelines 
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Obtaining Proper 

Documentation 

(VAP/DAP) 


Normally, the Direct Account will submit Invoice detailing display/case quanti¬ 
ties utilized for program. 

♦ Note; Because Promotion Coordinator is charged with display programs, this 
person should have instructed the Direct Account on the proper format for 
submission of these invoices. 


Requesting VAP/DAP 
Payments 


1. Select Payment Systems from theSIS Main Menu and press [ENTER]. 

2. Select Temporary Payment Systems and press [ENTER], 


3. Select Distributor Assist Payment. 



• As with Temporary Display Payments, it is necessary to input the ac¬ 
count number or name of the direct account in question. 

• Press [ENTER], 
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4. This screen will indicate location and mail-to address of payee, Verify wheth¬ 
er information is correct by placing an "X" in the appropriate blank and press 
[ENTER], 



5. If payment is for a Distributor Assist Program payment, skip to step 11, For 
Value-Added Program Payments, place an ’X" next in the Promotion blank 
and press [ENTER], 
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6. Type In the date of the Direct Account Invoice in hand and the number of 
cases of product utilized in the promotion. 



• SC must be aware of the type of promotion worked due to the varying 
payment scheduled for different promotions. 

• it may be necessary to consult with the Promotion Coordinator to deter¬ 
mine the number of cartons packed per display. Often, Direct Accounts 
submit their invoice in terms of the number of displays packed, instead 
of cases. Utilize this formula when determining the number of cases: 

* of displays x # of cartons per display = total # of canons 

Total # of canons / 60 = Total cases 

♦ Note The system will allow for an entry with up to two decimal 
points to be entered (i.e., 45.25 cases). 
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• Press [ENTER1 to calculate Total $ amount. 
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8. This screen highlights key data just entered. As with all TPS payments, the 
SC should note a tree-form explanation of the payment. Vouchers can be sent 
to either payee or Operations Unit. Simply place an "X" next to the appropri¬ 
ate mail-to location. Press [PF8] to make the payment. 
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9. This screen summarizes atl data just processed. Press [ENTER], 



10. Verify the print location of the Temporary Display Payment Detail Report and 
press [ENTER], This report must be attached to the Direct Account invoice as 
documentation. 
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13. Verify the $ amount, payee and number of displays and press [PF8] If accu¬ 
rate. 
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14. This screen highlights key data just entered. As with all TPS payments, the 
SC should note a free-form explanation of the payment. Vouchers can be sent 
to either payee or Operations Unit. Simply place an "X" next to the appropri¬ 
ate mail-to location. Press [PF8] to make the payment. 



15. This screen summarizes all data just processed. Press [ENTER]. 

16. Verify the print location of Temporary Display Payment Detail Report and 
press [ENTER]. This report must be attached to the Direct Account invoice as 
documentation. 
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Requesting Bonus 
Payments Via TPS 


MERCHANDISER BONUS PAYMENTS 

The Systems Coordinator is responsible for the processing of Merchandiser 

Bonus Payments. These payments are made to retail and chain headquarter 

accounts in return for these accounts providing RJR with a significant advantage 

in either package or carton fixture presence. 

• The SC may request Merchandiser Bonus Payments for amounts of $75WO 
or less. 

• Bonus payments exceeding $75,000 require voucher submission through 
Sales Finance. 

1. SC receives signed carton and/or package bonus contracts from a sales 
representative or manager. 

2. With this contract in hand, the SC accesses the TPS system in SIS. 

3. At the Temporary Payment Selection menu, type "X” next to TEMPORARY 
PAYMENTS and press [ENTER). 

4. Select MERCHANDISER BONUS PAYMENT, enter the account number of 
account to whom bonus is to be paid, and press [ENTER], 
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5. The next screen shows the account name/address data for the account 
selected. Verify the account chosen is correct, type "X" next to "Yes", and 
press [ENTER], 

- If the account is incorrect, place an "X" next to "No", and the system will 
automatically return you to the original payment screen. 
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6. After verifying the account chosen is correct, the system provides a prompt 
to enter the dollar amount of the package/carton bonuses being paid. 



- Since bonus payments are variable one-time items, the amount is 
obtained from the contract on hand. 

- Package contract bonus payments normally run from $0 - $500 per store. 
Carton contract bonus payments normally run from $0 - $1500 per store. 

Amounts that appear excessive should be discussed with the Region 
Operations Manager before processing. 

- A reminder is found at the bottom of this screen to enter bonus tracking 
contracts. 
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7. Press [ENTER] to calculate the total payment and press PF8 to continue to 
the next screen. 

8. This screen requires an explanation of the payment being made. Type in the 
explanation and press [ENTER]. 



Tracking Contracts 


9. This screen requires the SC to designate whether the check should be sent directly to 
the payee OR back to the Division. Type an "X" as appropriate. 

• Press PF8 to request payment approval, which will initiate an Approval Re¬ 
quested Report to Sales Finance where the final approval is made before check 
is issued. 

10. Press [ENTER] twice to receive printed Detail payment report Retain for files. 

11. Type ’TRACKING CONTRACT. 

Each bonus is paid to an account in return for their maintenance of RJR fixtures 
over a period of time. It is necessary to enter a tracking contract for each account 
paid a bonus. This contract remains in SIS and on each Rep's Master List until the 
time period the bonus covers expires. 

Example; 

If Joe's Market receives a $1000 carton bonus for maintaining RJR carton 
fixtures exclusively for three years, a tracking contract must be entered to 
inform the system and RJR personnel of this commitment. If the account 


1-50 ■ Section V: Systems Coordinator Copyright © R.J. Reynolds Tobacco Company 1993 

Source: https://www.industrvdocuments.ucsf.edu/docs/vhkvOOOO 


51846 7332 







Issued- 6/93 


payment Systems 


1 


chooses to change fixtures after one year, RJR personnel must ensure a pro¬ 
rated portion of the $1000 bonus is returned. A tracking contract will ensure 
RJR personnel arc aware of the time period the bonus payments are in effect. 

The tracking contracts are for use by the Operations Unit to enter SIS tracking 
contracts for all bonus payments made as follows: 

- Previously by paper voucher 

- Currently via TPS system 

- Currently via paper voucher due to amount of bonus exceeding $75,000 

To enter tracking contracts, utilize contract screens as follows: 

1. Receive signed carton and/or package bonus contracts from account. Enter 
the carton and/or package bonus tracking contracts in the account with 
beginning and ending dates (if applicable). The options are: 


Bonus 

Type 

Plan 

Rale 

Carton 

Ctn Mer Bonus 

Bonus 

0.00 

Package 

Pkg Mcr Bonus 

Bonus 

0.00 


If the account has previously received (via paper voucher) or is currently 
receiving a bonus for a combination of carton and package, enter a tracking 
contract for each type bonus. The bonus contracts must be entered as any 
other contract would for an account and will appear with a fixed zero rate on 
your Pay Register and Master List. 

2. If you have previously requested a bonus payment for any of your accounts 
via paper voucher, do not request a second payment through TPS. You must, 
however, enter a tracking contract for those payments previously requested. 

3. If you are currently request! ng a bonus payment for any of your accounts via 
TPS (refer to "Merchandiser Bonus Payment System Payment Request Proce¬ 
dures - Section I”), or, if you are currently requesting a bonus payment via 
paper voucher because the bonus payment exceeds $75,000, you must enter a 
tracking contract at the time of payment request If, for any reason, a bonus 
payment is not approved by Sales Finance, the tracking contracts must 
obviously be deleted. 

4. The purpose of the tracking contracts is to enable the merchandising 
projected payment tracking report to project when bonus contracts arc 
ending. The tracking contracts also provide a trail for the Pay Register to 
identify which accounts have been paid a bonus. 
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Summary 


The Pay Register is a quarterly report that lists all accounts (Chain and Indepen¬ 
dent) for which the operating unit has payment responsibility. 

The information contained in the Pay Register is extracted from the Master List 
(i.e., Account Number, Name, Territory, Address, Chain ID, Contracts, etc.) Any 
valid contract entered in SIS for payment will be extracted each quarter from the 
Master List and entered in the Pay Register System. The effective and ending 
dates of the contract will determine in which months of the quarter to post pay¬ 
ment. 

If a contract is effective for the 15lh day for any given month, the payment will 
be made for the entire month. Otherwise, the payment will start on the 1st day of 
the subsequent month. 


r “ j- Before Preliminary Pay Register is putled, the SC should print a report of ac- 

Hreilmlnary counts in no-pay status, if any of the accounts have contracts. The no-pay must 

Activities be lifted to appear on preliminary or be added to preliminary. Before a Final Pay 

Register can reflect the monies paid to accounts for contractual displays, a Pre¬ 
liminary Pay Register must be obtained and all payment authorized and ap¬ 
proved. Because normal changes to contract payments are made via 7101's dur¬ 
ing the quarter, errors can occur due to gaps in submission of changes or entry of 
information. The objective of Preliminary Pay Registers is to ensure absolutely 
that every account receives the proper contractual payments due them based on 
their participation in RJR programs. 

The Company will issue a yearly scheduled of pertinent dates. This Pay Register 
Schedule will be similar to the following: 



1993 QUARTERLY CONTRACT PAY REGISTER SCHEDULE 

ACTIVITY 

1st Otr 

2nd Otr 

3rd Otr 

4th Otr 

Last Day tor Changes Prior to Extraction 

3/26/93 

6/25/93 

9/24/93 

12/31/93 

Pay Register Extraction Dale 

3/27/93 

6/26/93 

9/25/93 

1/1/94 

Pay Register Available to Field 

3/29/93 

6/28/93 

9/27/93 

1/3/94 

Field Sales Approval Dales: 

Week 1 

Week 2 

Week 3 

Week 4 

4/1/93 

4/7/93 

4/15/93 

4/22/93 

7/6/93 

7/15/93 

7/22/93 

7/29/93 

9/30/93 

10/7/93 

10/14/93 

10/21/93 

1/6/94 

1/13/94 

1/20/94 

1/27/94 

Customer Checks Data and Mailed: 

Weekl 

Week 2-4 

4/5/93 

4/26/93 

7/12/93 

8/2/93 

10/4/93 

10/25/93 

1/10/94 

1/31/94 



This example illustrates the flow of activities over time regarding Pay Register 
processing. The following steps will also indicate how Pay Registers are to be re¬ 
viewed and administered. 
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I. Approximately 1 month to 2 weeks prior to the Quarterly Pay Register Ex¬ 
traction dale, the SC should notify all Region personnel that all changes to 
contract must be submitted and entered into the System by that extraction 
dale. 

♦ Note: This must be done to minimize any corrections that will have to be 
made after the Preliminary Pay Register has been pulled up. The more 
work done efficiently by Sales Reps prior to the extraction date, the fewer 
modifications that will need to be made later. 


11. As soon as possible after the Extraction dale has been reached, the SC should 
request Preliminary Pay Registers via the SIS system. 

1. To request the Preliminary Pay Register, log on to SIS. 



2. At the Application Selection Menu, type "X" in front of PRINT REPORT 
and press [ENTER]. 


3. Place an "X" beside Historical Report Selection Menu and press [ENTER). 
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5. At the SIS Historical Reporting screen, type 121 after ENTER REPORT 
NUMBER: and press (ENTERJ. Repeat for 122. Preliminary Pay Register 
Reports will print at your location. 



III. Once Preliminary Pay Registers have been printed, each should be sent to 
the appropriate sales representative or manager. These personnel are re¬ 
sponsible for reviewing each account's payment detail for accuracy and ei¬ 
ther approving the account "as is”, or making corrections and authorizing 
payments as corrected. Instructions should be attached to each Preliminary 
and should indicate the following: 


• The sales rep or manager should use a red pen when reviewing register 

• After reviewing each account, personnel should write OK In margin 
next to account is all information is correct. 

• If any portion of the account is incorrect, the sales rep must: 

Use red pen to indicate correct information ON PAY REGISTER 
• Submit 7101 reflecting the changes 

u> 

♦ NoU: 7101 submission is essential to permanently make changes 
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• Once all accounts have been reviewed and corrected if necessary, the 
employee should sign and return the Preliminary Pay Register by the 
date Indicated on the instruction sheet. 

The SC and Region Operations Manager should determine the ap¬ 
proval date for the Region. Utilize the Pay Register calendar to 
view options. 

IV. As each Preliminary Pay Register Is received, the SC should make any ad¬ 
justments to each and approve Preliminary Pay Registers via Payment Sys¬ 
tems in SIS. Approval of Independent Pay Register can only be done once all 
territories have been received, reviewed and any changes entered for any 
given Division. 

♦ Note: The following instructions detail manipulation of the Payment Sys¬ 
tems Pay Register screens — 7101 entry and Contract maintenance, while 
a critical part of the approval process, i9 not referred to in these pages. 
Please read sections on these topics for instructions. 


Copyright © R.J. Reynolds Tobacco Company 1993 


Book V: Systems Coordina tor ■ 2-5 


> 


Source: https://wwwjndustryd.ocumeiTtaJicM^Mdl^ZY]2lMlIlI]Il 


51846 7340 





2 


Issued: 8/93 

Pay Registers 


~~---“--—;— This screen eives Ihc SC two options when adjusting Pay Registers: 

Adjusting Pay Chain 6 K 7 b 

Registers • Chains with Division responsibility 


• Independents 


1. At the SIS Main Menu, type an X beside PAYMENT SYSTEMS and press 
(ENTER). 



2. At the Payment Systems Selection Menu, type “X" in front of the TOBACCO 
QUARTERLY CONTRACT REGISTERS • CHAIN ACCOUNTS. 
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3. Press (TAB] and enter the Division number (if not shown) of the accounts 
you wish to view and press [ENTER). 
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I 5. The following screen will bo displayed. 



Adjusting INFO 
Section 


The Quarterly Contract Pay Register screen is divided into two sections. AC¬ 
COUNT INFO and PAYMENT DETAIL. This information comes from the Master 
Ust. If you wish to view each account, press [ENTER]. When you have viewed 
all accounts, the totals screen will appear. 

In the ACCOUNT INFO section, you have three options: 

• A • ADD (l.e., add an account to the Pay Register) 

• S - SEARCH (i,e., search for a specific store/account or display the Totals 
screen for the Chain) 

• D • DELETE (i,e,, delete a store/account from the Pay Register) 
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■ Add Option 

To add a Chain store account not on the Pay Register 

1. At the Quarterly Contract Pay Register screen, type "A" under ACTION. 

2. Under ACCOUNT, type the account number of the store being added 
and press [ENTER]. (The account must be on the Master List.) If the ac¬ 
count cannot be added due to invalid or no tax ID number, the lax ID 
must first be added via 7101. The print screen must be obtained and this 
information with a cover letter asking to lift the no-pay status must be 
faxed to Winston-Salem within 3-4 days. The no pay status will be lifted 
and the account can then be added. 

If an error message occurs (e.g., ACCOUNT ALREADY EXISTS ON PAY 
REGISTER), you must determine which Division the account is in and 
remove it from the Independent Pay Register before adding it and any 
appropriate contracts to the Chain Pay Register. 

This type error usually occurs when a Chain Headquarter screen does 
not allow for a certain contract to be paid at Chain level. 

The next screen will display the NAME and ADDRESS of the Store/Ac¬ 
count you are adding. If the account is in your Division, the Territory 
will be displayed as the correct territory on the Master List. If the account 
you are adding is not in your Division, the territory will consist of your 
Division number and 00. (You are not allowed to change the territory 
number.) 

3. To add contract payment information, see page 2-12. 

❖ Note When adding a store to the Pay Register, the contracts that are 
effective for this store are not extracted from the Masler List. For 
payments to be made, each contract must be added to the Pay Regis¬ 
ter along with the number of units and rate. 

■ Search Option 

To search for a specific chain store/account, display the Adjust screen for the 
chain, or display the totals screen for the chain: 

1. At the Quarterly Contract Pay Register screen, type "S" under ACTION. 

2. Under ACCOUNT, overkey the account number you want and press 
[ENTER], The screen will display Pay Register information for that 
store/account. (An error message will appear if the store/account is not 
part of the Chain.) 
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♦ Note: If the store appears with DELETED under the account number, 
the store has been deleted from the Master List during the quarter. 
However, payment ts still to be made for the months the store was 
on the Master List. 

3. To display the Adjust screen, type "S" under ACTION and press 
(ENTER). 

4. Under ACCOUNT, type ADJUST and press {ENTERJ. 

5. To display the Totals screen (used to display totals for the entire chain or 
approve the chain for payment), typo "S’* In the ACTION field. 

6. Under ACCOUNT, type TOTALS and press (ENTERj. 

■ Delete Option 

To delete a spedfle chain store/account: 

1. At the Quarterly Contract Pay Register screen, type'S" In the ACTION 

field. 

2. Under ACCOUNT, overkey the current number with the one you want 
and press [ENTER]. The screen will display Pay Register information for 
that store/account. (An error message will appear If the storc/aecount is 
not part of the chain.) 

3. Type "D" under ACTION and press [ENTERJ. This store and any pay¬ 
ments to the store will be deleted from the Pay Register. (However, the 
store will not be deleted from the Master List.) 

~ Special check handling Instructions which cover check destination, are taken 

Special Check from CKain Headquarters Information at Pay Register generation. These instme- 

Hondllng lions may be changed by using the Adjust screen. 

1. Atlhe Quarterly Contract Pay Register screen, type "S" under ACTION. 

2. Under ACCOUNT, lypo ADJUST and press [ENTERJ. 

3. Search the Adjust screen for the Chain you wish to change (sec search op¬ 
tion). 

4. After SPECIAL CHECK HANDLING, overkey with"Y" to mail the check to 

the Division Office or ”N" to mail the check directly to the account. Then 

press [ENTER]. 

❖ Note: If the address shown on the Pay register is inconcct, use the SPE¬ 
CIAL CHECK HANDLING area to request that the check be mailed to the 
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Division Office for hand delivery. However, ensure you make Ihe ad¬ 
dress correction to the Master List. 

Payment Detail * n PAYMENT DETAIL section, you may select one of three options: 

Section . A . ADD 

• C■CHANGE 

♦ D - DELETE 

■ Add Option 

To add a contract payment to a chain store: 

1. Search for the particular Chain store for which the contract needs to be 
added (see search option). 

2. At the Quarterly Contract Pay Register screen, type "A" under ACTION 
(left column) on the first available blank line or press PF2 to add another 
set of blank lines. 

3. Enter a valid contract type and plan. 

4. Type the number of units to be paid for each month. 

5. If the contract type/plan is a variable-rate contract, enter the dollar 
amount of the contract. For variable-rate contracts, a "V" will be shown 
following the rate. For fixed-rate contracts, the rate is determined by the 
system. 

6. The total amount of the payment will be automatically calculated and 
appear on the next screen, At the EXPLANATION OF CHANGES field, 
type the reason for the addition and press [ENTER). The screen will 
show the added contract Information. 

■ Change Option 

The Change option can only be used for payments that appear on the Pay 
Register. You are allowed to change only the number of units to be paid and ^ 
the rate of a variable-rate contract. If the contract type/plan is incorrect, the 
contract must be deleted (see Delete option) and the correct contract 
type/plan added (see Add option). 

To change a Chain contract payment: 

1. Search for the particular Chain store for which the contract needs to be 
change (see Search option). 
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2. At the Quarterly Contract Pay Register screen, type ”C’ under ACTION 
beside the contract type/plan you wish to change. 

3. Move the cursor to the units or rates field you wish to change and type 
the correct number of the units or rate. 

4. At the EXPLANATION OF CHANGES field, type the reason for the 
change and press [ENTER]. The screen will show the change contract in¬ 
formation. 

■ Delete Option 

Deleting a contract type/plan has the same effect as changing the number of 
units to zero. However, if the unit are zeroed, the contract type/plan is dis¬ 
played with a total of zero. If the contract type/plan is deleted, the Pay Reg¬ 
ister appears as if the contract never existed. 

To delete a chain store conlract/plan: 

1. Search for a particular chain store for which the contract needs to be de¬ 
leted (see search option). 

2. At the Quarterly Cwilrarl Pay Register screen, type "D” undcT ACTION be¬ 
side the contract type/plan you wish to delete. 

3. At the EXPLANATION OF CHANGES field, type the reason for the dele¬ 
tion and press (ENTER). The CONTRACT/PUN will be deleted. 

1. At the Quarterly Contract Pay Register screen, type "S'* under ACTION. 

2. Under ACCOUNT, type TOTALS and press [ENTER]. (You must use the To¬ 
tals screen because payments for Chain accounts cannot be approved indi¬ 
vidually by store.) 

3. To approve payments, type "Y" under ACTION and press (ENTER). 

4. On the next screen, press [ENTER) to confirm the approval. APPROVED will 
be displayed at the lop of the page. 

♦ Note: After approving payments, no additional changes or unapprov&ls 
arc allowed. If the Pay Register must be unapproved, contact Winston- 
Salem. 
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ACCOUNT INFO 
Section 


To access the Contract Pay Register for Independent accounts: 


1. Log on to SIS. 

2. At the Application Selection Menu, type 'X' beside PAYMENT SYSTEMS 
and press [ENTER], 

3. At the Payment Systems Selection Menu, type "X" in front of TOBACCO 
QUARTERLY CONTRACT REGISTER — INDEPENDENTS. 



4. Press [TAB] and enter the Division number (if not shown) of the accounts 
you wish to view and press JENTERJ. 

Account information for independent stores consists of standard information 
from the Master List. 

In the ACCOUNT INFO section, you have three options: 

- A - ADD 

* S•SEARCH 

* D - DELETE 
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■ Add Option 

To add an Independent store account not on the Pay Register 

1. At the Quarterly Contract Pay Register screen, type "A" under ACTION. 

2. Under ACCOUNT, type the account number of the store being added 
and press [ENTER], (The account must be on the Master List.) If the ao 
count cannot be added due to invalid or no tax ID number, the tax ID 
must first be added via 7101. A print screen must be obtained and this 
information with a cover letter asking to lift the no-pay status must be 
faxed to Winston-Salem within 3-4 days. The no pay status will be lifted 
and the account can then be added. 

3. To add the contract payment information, see page 2-16. 

❖ Note: When adding a store to the Pay Register, the contracts that are 
effective for this store are not extracted from the Master List. For 
payments to be made, each contract must be added to the Pay Regis¬ 
ter, along with the number of units and rate. 

■ Search Option 

The Search Option is used to search for a specific independent slore/account 
or to display the Totals screen for the independent accounts for the entire Di¬ 
vision. 

To search for a specific independent storc/account on the Pay Register: 

1. At the Quarterly Contract Pay Register screen, type’S" under ACTION 
and press [ENTER], 

2. Under ACCOUNT, overkey the account number you want and press 
[ENTER], The screen will display Pay Register information for that 
$tore/account. 

❖ Note If the store appears with DELETED under the account number, 
the store has been deleted from the Master List during the quarter. 
However, payment Is still to be made for the months the store was 
on the Master List. 
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PAYMENT DETAIL 
Section 


To obtain independent totals for the entire Division: 

1. Type "S" in the ACTION field. 

2. Under ACCOUNT, type TOTALS and press (ENTER). 

♦ Note: The Totals screen is used to display Division totals or approve 
the Division for payment. 

■ Delete Option 

To delete an independent store/account from the Pay Register 

1. Search for the storc/account you wish to delete (see Search Option). Ac¬ 
count detail information will appear on the screen. 

2. Type "D" under ACTION and press (ENTER). This store and any pay¬ 
ments to the store will be deleted from the Pay Register. However, the 
store will not be deleted from the Master List. 

In the Payment Detail section, you may select one of three options: 

• A•ADD 

• C-CHANGE 

• D - DELETE 

■ Add Option 

To add a contract payment to an independent store: 

1. At the Quarterly Contract Pay Register screen, type "A" under ACTION on 
the first blank line. 

2. Enter a valid contract type and plan. 

3. Type the number of units (o be paid for each month. 

4. If the contract type/plan Is a variable-rale contract, enter the dollar 
amount of the contract. For variable-rale contracts, a "V" will be shown 
following the rate. For fixed-rate contracts, the rate is determined by the 
system. 

5. The total amount of the payment will be automatically calculated and 
appear on the next screen. At the EXPLANATION OF CHANGES field, 
type the reason for the addition and press (ENTER). The screen will 
show the added contract information. 
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■ Change Option 

The change option can only be used for payments that appear on the Pay 
Register. You are allowed to change only the number of units to be paid and 
the rate of a variable rate contract. Jf the contract type/plan is incorrect, the 
contract must be deleted (see Delete option) and the correct contract 
lype/plan added (see Add option). 

To change an independent contract/payment: 

1. At the Quarterly Contract Pay Register screen, type "C* under ACTION be¬ 
side the contract typc/plan you wish to change. 

2. Move the cursor to the units or rates field you wi9h to change and type 
the correct number of units or rates, 

3. At the EXPLANATION OF CHANGES field, type the reason for the 
change and press [ENTER]. The screen will show the changed contract 
information. 

■ Delete Option 

Deleting a contract type/plan has the same effect as changing the number of 
units to zero. I lowevcr, if Ihc uni ts are zeroed, the contract typc/plan Is dis¬ 
played with a total of zero, If the conlract/lypc plan Is deleted, the Pay Reg¬ 
ister appears as if the contract never existed. 

To delete an independent contract/plan: 

1. At the Quarterly Contract Pay Register screen, type "D" under ACTION be¬ 
side the contract typc/plan you wish to delete. 

2. At the EXPLANATION OF CHANGES field, type the reason for the dele¬ 
tion and pr»9 [ENTER], The contract/plan type will be deleted. 

To approve payments for independent accounts, you should use the totals 
screen. Payment for independent accounts cannot be approved individually by 
store. 

■ Approve Option 

To approve an independent payment: 

1. At the Quarterly Contract Pay Register screen, type ”S" under ACTION. 

2. Under ACCOUNT, type TOTALS and press [ENTER]. 

3. To approve payments, type "Y” under ACTION and press [ENTER]. 
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4. On the next screen, press [ENTER] to confirm the approval. APPROVED 
will be displayed at the lop of the page. 

♦ Note After approving payments, no additional change or unapprov- 
als an; allowed. If a Pay Register must be unapproved, contact Sales 
Finance or SIS for assistance. 

Upon completion of processing for preliminary Pay Registers, each should be 
filed, by Division for a period of one year. The Final Pay Register will be printed 
after approval has been submitted to the Disbursements Accounting Department 
in Winston-Salem. This report will show, by territory and by chain, the plans and 
amounts paid, the voucher number, and the date of payment. The report will 
also enable each manager to have data on every account for which he or she has 
payment responsibility. 

The Final Pay Register should be sent to the sales rep for validation and reten¬ 
tion. It is not necessary for the Operations Unit to maintain copies since all infor¬ 
mation can be obtained online. 

Similarly, Final Pay Registers for Chains should be validated and retained by in¬ 
dividual with Chain Headquarters responsibility. 


TROUBLESHOOTING 

After the second week of the quarter, approximately 3 weeks after the Prelimi¬ 
nary Pay Register has been generated, a report listing independents and chain 
payments that have not be submitted for approval will be printed and sent to 
each Operations Unit. This report will continue to be printed until all payments 
for the quarter have been approved. 


You can unapprove a Pay Register if a problem is discovered after a Preliminary 
Pay Register has been approved for a Division by calling Sales Finance or Dennis 
jacobs (ext. 1760) fn Winston-Salem. Pay Registers can only be unapproved 
before the weekly processing every Thursday night. For example, a Pay Register 
approved on 10/6/93 would have to be unapproved by 4 JO EST on 10/7/93. 
Otherwise, all vouchers approved for that Pay Register would be created the 
evening of 10/7/93. 


Lost or Missing Chocks 

If a check is ever reported lost or missing. Disbursement Accounting in Winston- 
Salem should be notified using the "Check Status Inquiry” form. On receipt of 
this form, Disbursement Accounting will determine whether the check has 
cleared the bank. 
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Stolen Checks 

1/ Field Sales personnel and/or retailers have reported stolen checks, the Home 
Office in Winston-Salem must be notified immediately. Call Dennis Jacobs (ext. 
1760) in Sales Finance with all information required on the Check Status Inquiry 
form. 


Stop Payment 

When a stop-payment must be made on a check, follow the same procedures as 
above for lost or missing checks. Replacement checks will not be issued for ITS 
checks. They should be requested again in TPS. Replacement checks will be 
issued for SIS contractual and Vending Pay Register checks. 

Undeliverable or Returned Checks 


When checks cannot be delivered or are returned from Disbursements Account¬ 
ing, mark VOID across the check and send it to Dennis Jacobs in Winston-Salem, 
with a cover letter explaining why the check is being returned. 

Occasionally, an error (under/over payment) will occur in an account. After ap¬ 
proval of the Preliminary and issuance of check, the SC should set up a file, by 
Division, to contain notes relative to changes that must occur on NEXT pay regis¬ 
ter. Before approving next quarter's Pay Register, the SC can reference files for 
any outstanding issues. 


Exception Payments 


If a payment was not made to an account and the approved Pay Register has 
been electronically submitted to Winston-Salem, the preferred method for cor¬ 
recting this problem is to make an adjustment on the next quarterly Preliminary 
Pay Register. If this method is not feasible, a special request for payment must 
detail the following: 


• Account name 

• Account number 

• Plan 

• Amount of payment 

• Reason for payment 


The request must then be approved by the Area Manager * Finance. 


Overpayments 


When an account has been overpaid, the adjustment should be made on the next 
quarterly Pay Register. If such an adjustment is not possible, a check should be 
collected from the account, made payable to R.J. Reynolds Tobacco Company, 
and sent to Sales Finance. 
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Pay Register 
Historical Reporting 


Reprints of the Preliminary and Final Pay Register may be obtained from the SIS 

Historical Reporting System. 

1. At the Application Selection Menu, type "X” in front of PRINT REPORT and 
press [ENTER], 

2. At the Print Report Menu, type an "X" in front of the HISTORICAL REPORT 
SELECTION MENU and press [ENTER], 

3. Select the report desired and follow screen prompts. From the Print Report 
Menu, you may also print Pay Registers by account number (for specific ac¬ 
count Information and voucher numbers), by alphabetical or by chain calls 
by territory. 


DAILY SALES REP DETAIL CALL RETORT 
BRAND INVENTORY RETORT (•> 

_ BRAND DISTRIBUTION RETORT <■! 

TROTosCD ALIGNMENT RETORT 
' ACCOUNT COVERAGE EXCEPTION RETORT 
‘ ACTIVITY SUMMARIES RETORT 
“ ACCOUNTS NOT CONTACTCD RETORT 
” HISTORICAL RETORT SELECTION MENU 
REFERENCE SCREENS MANUAL 
CONTRACT TAYMEMT-INQUIRY RYT 
" CONTRACT FAYHENT-BY ACCOUNT NO. 

“ CONTRACT PAYMENT-ALPHABET!CAL NAME 
" CONTRACT TAYMENT-CKAIN BY TERRITORY 
SCANNING DISTLAY RETORT 
2 CTN-HGT INTER-DIVISION TRANSFERS 


MASTER ACCOUNT LIST 
CHAIN MASTER ACCOUNT LIST 
WHOLESALE PRODUCT LINE LISTS 
BRAND DIST BY CALL CUSS (•> 

MONTHLY RETAIL COVERAGE RETORT 
CONTRACT SUIttART REPORT 
HERCH/ACCT MAT SUWlARy REPORT (•> 
CHAIN NON COMPLIANCE REPORT 
SALES ADDRESS LABELS 
CHAIN STANDARD INFORMATION 
HH-BAAND TO BRAND NAME REPORT 
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Background 


The Auditing Process at RJR... 


In the past, RJR checked/audited vending lists using part-rime employees/ 
temporaries and sales representatives. The process also required the 
involvement of managers and secretaries and was very costly and time 
consuming. Effective the third quarter of 1993, the auditing of vendor lists 
will be accomplished by mailing questionnaire/survey forms to vending 
locations claimed by the vendor. The results of the questionnairc/survey 
will be calculated by an outside company. 

Under this new procedure RJR will require a 10% audit vs. the 5% physi- 
cal audit previously required. This new procedure will establish nation¬ 
wide uniformity in the payments made to vendor operators, As previously 
mentioned, the process will begin the third quarter of 1993. Your vendors 
will have already received notification from the Company announcing 
these changes. Also, prior to implementation, you will have discussed the 
test results with each vendor. The vendors will be responsible for updating 
the following information through their computer service: 

• RJR brand placements 

• Name of the location 

• Street address 

• City, state and zip code 

The audit calculations will become part of the Pay Register System 
beginning the third quarter of 1993. The following pages arc designed to 
explain how audits are calculated. If you have any questions, contact your 
management. 

Whal This Document Contains... 


Section 1; Background.......21 

Section 2: Vending Contracts...23-35 

Section 3: Explanation of Questionnaire/Survey.36-38 

Section 4: Explanation of Audit Reports.39-46 
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Vending Contracts 


Plan B 

Ariiona, Alaska, Colorado, Florida, Idaho, Illinois (except Chicago Region), Indiana (except Chicago Region), Iowa, 
Kansas, Kentucky, Louisiana, Maryland (except Washington DC. Region), Minnesota, Missouri, Monrana, Nebraska, 
Nevada, New Mexico, North Dakota, Ohio. Oklahoma, South Dakota, Texas, Utah, Virginia (except Washington, D.C. 
Region), West Virginia, Wyoming. 

Plan H-1 

Alabama, Arkansas. Georgia. Mississippi, North Carolina (except Forsyth County), Oregon, South Carolina, Tennessee, 
Washington. 

Plan B*2 

California, Chicago Region (including parts of Indiana), Connecticut, Delaware, Maine, Massachusetts, Michigan, New 
Hampshire, New Jersey, New York. Pennsylvania, Rhode Island, Vermont, Washington, D.C. Region (including pars of 
Maryland and Virginia), Wisconsin. 

Plan B-3 

Hawaii 

Plan B-4 

Forsyth County, Noith Carolina 


Note: Contracts must be signed and forwarded to Tru- 
Check Computer Systems, Inc. before third quarter 
payment can be processed. 
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MAST EH FORM 

RJRT Fwm 7135 • R«v, 4/93 

torn No. 71357 


R. J. REYNOLDS TOBACCO COMPANY 

DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B 


TO OUR VENDING CUSTOMERS: 

R, J. Reynolds Tobacco Company Is pleased to announce the following display contract payments and placement audit 
procedures for Vending effective July 1, 1993, These payments can be earned by the Vendor's promotion and 
distribution of R. J. Reynolds cigarettes under the terms of this Agreement. In order to be eligible for RJR Vending 
Payments you must Indicate acceptance of the terms of this otter by completing and signing this Agreement. 

The Vendor will be eligible to earn Vending Payments for merchandising each different style RJR brands In vending 
machines on location. The vending machine(s) must contain the distribution of at least eight (8) different style RJR 
brands to qualify for payment. A location Is any single machine or multiple machines which are placed side-by-side In an 
outlet for the purpose of selling cigarettes, The paymenls will be as follows; 



NUMBER OF RJR BRANDS 

TOTAL ANNUAL RJR VENDING PAYMENTS 


8 Different Style RJR Brands 

$20 


9 Different Style RJR Brands 

$35 


10 Different Style RJR Brands 

$45 


Vondors who take part In this plan agree: 

1) That the placomont(s) In the machines on location qualifying for payment, will be merchandised and have proper 
identification through the end of each calendar quarter for which payment Is sought. 

2) As requested by RJR. to furnish a completed list which accurately reports the location of (must Include correct 
customer name and correct mailing address) and RJR brand style columns In each vending machine for which a 
display payment Is claimed and to periodically update the list to reflect locations added or dropped or changes In 
brand placements. 

3} To report only locations that are operated and controlled by you and which have machines that you own or lease. 

4) RJR will Issue Vending Payments twice a year. They will be made as soon as practicable (approximately 45 days) 
atierthe end of the first and third calendar quarters. Payment made after the end of the first quarter will be lor the 
first and second quarters. Paymont made alter the end of the third quarter will be tor the third and fourth quarters. 
Payments for the two quarters which are paid In advance will be based upon the latest audltied Information 
available to RJR. If over or under payment Is made on any prepaid quarter, proper adjustment will be made at the 
end ol Iho following quarter, 

5) Determination of Vending Payments due and payable will be based upon audits performed by RJR pursuant to Its 
vending audit procedure. The current audit procedure is summarized below. 

6) The paymonts due to Vendor under Its display plan are not assignable to third parties. 

VENDING AUDIT PROCEDURE 

• A suivey/queslionnaire will be mailed to all locations on placement list provided by the Vendor. A location to which 
the survey/questionnalre cannot be delivered by the U.5. Post Office will be Ineligible for any payment. All 
remaining locations on Vendor's placement list are eligible for payment ("Claimed Locations"). 

• Information on completed surveys/questionnaires relumed will be compared to Information reported for these 
locations by the Vendor. From this comparison the accuracy of Vendor-reported Information will be determined 
and staled as a percentage ("Accuracy Percentage”). An Accuracy Percentage of 90% would mean that for 
locations which returned a completed survey/questionnaire, 90% qualified for payment as claimed by Vendor but 
10% did not. 


Source: https://www.indu_stiy^ocLiJli£!itaAl£Sl^diiZdQCSMlladlQQQi 









MASTER FORM 

FURT Form 7135 - R*v, 4*3 

Horn No. 71357 


R. J, REYNOLDS TOBACCO COMPANY 

DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PUN B 

The amount oarnod by Vendor will be determined from a graduated scale and will vary according (o Hs Accuracy 
Percentage and the total of payment requested for all Claimed Locations. For instance, If a Vendor's Accuracy 
Percentage is 90% or above, Vendor will receive 100% of payment requested lor all Claimed Locations. The scale 
will be as toltows: 


ACCURACY PERCENTAGE 

PAYMENT PERCENTAGE 

90- 100% 

100% 

60-89 

90 

70-79 

60 

60-69 

70 

50-59 

60 

49 and Below 

Same as Accuracy Percentage 


• No payment can be made to Vendor without an acceptable audit. An audit is unacceptable If completed 
surveys/questlonnalres relumed account for less than 10% ol Vendor's locations. In such Instances, Vendor will 
have the option of requesting a re-audit of all locations at Vendor's expense. 

This display plan will remain in ellect until terminated by notice by either party or until superseded by a new display 
contract. In the event ol failure of performance by Vendor, no monies will be paid under this display plan. 

R, J. Reynolds Tobacco Company and Vendor Indicate their acceptance ol the terms ol this Agreement by their 
respective signatures herein below: 


Effective Date: 


R. J. REYNOLDS TOBACCO COMPANY 

By:-- 


Title:. 


Division: _ 


Division No.: _ 
RJRSISNq.;, 


TRU/DVM No.:. 


RJR Namo Stamp 


(PLEASE PRINT) 
Vendor:_ 


Street Address:. 


City: _ 


Slate:. 
By: — 
Title: _ 


Zip:. 


Our Vending Plans are made available on proportionately equal terms to all competing Vendors. Contact your local 
Reynolds Sales Representative lor Informalion on these plans. 

COPIES: (1) Dlvidon Ohio* (J) Vendor Copy (3) Tru-Chack Computer Syatema, ino. 

SB Exeoullva Bird. 

Elmitwd, Nflw York 10521 
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MASTER FORM 

RJRT Fonn 7136 ftev. 4«3 

,wmNo - 7,365 R. J. REYNOLDS TOBACCO COMPANY 

DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-1 


TO OUR VENDING CUSTOMERS: 

R. J. Reynolds Tobacco Company is pleased to announce the following display contract payments and placement audit 
procedures lor Vending effective July 1, 1993. These payments can be earned by the Vendor's promotion and 
distribution of R. J. Reynolds cigarettes under the terms of this Agreement. In order to be eligible for RJR Vending 
Payments you musl indicate acceptance of the terms of this offer by completing and signing this Agreement. 

The Vendor will be eligible to earn Vending Payments for merchandising each different style RJR brands in vending 
machines on location. The vending machlne(s) must contain the distribution ol at least eight (8) different style RJR 
brands to qualify for payment. A location is any single machine or multiple machines which are placed side-by-side In an 
outlet for the purpose of selling clgarottes. The payments will be as follows: 


NUMBER OF RJR BrANOS 

TOTAL ANNUAL RJR VENDING PAYMENTS 

8 Difloront Style RJR Brands 

$20 

S Different Style RJR Brands 

$35 

10 Different Style RJR Brands 

$45 

11 Ddforenl Stylo RJR Brands 

$50 

12 Different Style RJR Brands 

$55 


Vendors who lako part In this plan agree; 

1) That the placements) In the machines on location qualifying for payment, will be merchandised and have proper 
Identification through the end of each calendar quarter for which payment Is sought. 

2) As requoslod by RJR, to furnish a completed list which accurately reports the location of (must Include correct 
customer name and correct mailing address) and RJR brand style columns In each vending machine tor which a 
display payment Is claimed and to periodically update the list to reflect locations added or dropped or changes In 
brand placements. 

3) To roporl only locations that are operated and controlled by you and which have machines lhat you own or lease. 

4) RJR will Issue Vending Payments twice a year. They will be made as soon as practicable (approximately 45 days) 
after the end of Ihe first and third calendar quarters. Payment made after the end of the first quarter will be for the 
first and second quarters. Payment made after ihe end ol the third quarter will be for the third and fourth quarters. 
Payments for ihe two quarters which are paid in advance will be based upon the latest auditled information 
available to RJR. If over or under payment is made on any prepaid quarter, proper adjustment will be made at Ihe 
end ol the following quarter. 

5) Determination of Vending Payments due and payable will be based upon audits pertormed by RJR pursuant to Its 
vending audit procedure. The current audit procedure is summarized below. 

6) The payments due to Vendor under its display plan are not assignable to third parties. 

VENDING AUDIT PROCEDURE 

• A survey/queslionnalre will be mailed to all locations on placement list provided by the Vendor. A location to which 
the survoy/quoslionnaire cannol be delivered by the U.S. Post Office will be Ineligible for any payment. All 
remaining locations on Vendor's placement lisl are eligible for payment (“Claimed Locations"). 

• Information on completed surveys/questionnaires relurned will be compared to Information reported for these 
locations by the Vendor. From this comparison the accuracy of Vendor-reported Information will be determined 
and slated as a percentage (“Accuracy Percentage"). An Accuracy Percentage of 90% would mean lhat for 
locations which returned a completed survey/questionnaire, 90% qualified lor payment as claimed by Vendor but 
10% did not. 


Source: https://www.industrydocumentsjJcM^du/dQ£S/Y]llMMIQ. 






MASTER FORM 

RJRT Form 7136 • Rev. 4.-93 

Hem No. 71365 


R. J. REYNOLDS TOBACCO COMPANY 


DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PUN B-t 


• The amount earned by Vendor will be determined from a graduated scale and wilt vary according to Hs Accuracy 
Percentage and the total of payment requested (or all Claimed Locations. For instance, if a Vendors Accuracy 
Percentage Is 90% or above, Vendor will receive 100% of payment requested lor all Claimed Locations, The scale 
will be as follows: 


ACCURACY PERCENTAGE 

PAYMENT PERCENTAGE 

90- 100% 

100% 

80*89 

90 

70*79 

80 

60*69 

70 

50-59 

60 

49 and Below 

Same as Accuracy Percentage 


• No payment can be made to Vendor without an acceptable audit. An audit Is unacceptable if completed 
surveys/questionnaires returned account for less lhan 10% of Vendors locations. In such Instances. Vendor will 
have the option of requesting a re-audit of all locations al Vendors expense. 

This display plan will remain In effect until terminated by notice by either party or until superseded by a new display 
contract. In the event of failure of performance by Vondor, no monies will be paid under this display plan. 

R. J. Reynolds Tobacco Company and Vendor Indicate their acceptance of the terms of this Agreement by their 
respective signatures herein below: 


Effective Date: 

R. J. REYNOLDS TOBACCO COMPANY 

By: 

(PLEASE PRINT) 

Vendor- 

Title:. 

Street Address:. ... .. . ... 

Division: 

Division No.: 

CHy 

RJRRISNn 

Slate: Zip: 

TRU/DVM No.: 

By: 

RJR Name Stamp 

Title: 

i 


Our Vending Plans are made available on proportionately equal terms to all competing Vendors. Contact your local 
Reynolds Sales Representative for Information on these plans. 

COPIES: (1) Dlvlilon Oflic* (2) V«ndor Copy {3) Tru-Chock Computer SyalMna, Ino. 

85 Extcuilv* Bird, 

Elmitord, Ntrw York IQ523 

SourceJnttps^/ww^ndusWdocument^cs^^^^^jjl^fl^ 
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MASTER FORM 
OJRT Fofm 7137- FWv. 4/53 

1i*oi No. 71373 


R. J, REYNOLDS TOBACCO COMPANY 


DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-2 


TO OUR VENDING CUSTOMERS: 

R. J. Reynolds Tobacco Company Is pleased lo announce Ihe following display contract payments and placemen! audit 
procedures for Vending ellective July 1. 1993. These payments can be earned by the Vendor's promotion and 
disirlbution of R. J. Reynolds cigarettes under the terms of this Agreement. In order to be eligfcle for RJR Vending 
Payments you must Indicate acceptance of the terms of this otter by completing and signing this Agreement. 

The Vendor will be eligible to earn vending Payments for merchandising each different style RJR brands In vending 
machines on location. The vending machlno(s) must contain the distribution of at least six (6) different style RJR brands 
to qualify for payment, A location is any single machine or multiple machines which are placed slde-by-slde In an oullet 
for the purpose of selling cigarettes. The payments will be as follows: 


NUMBER OF RJR ORANOS 

TOTAL ANNUAL RJR VENDING PAYMENTS 

6 Different Style RJR Brands 

$20 

7 DHlorent Style RJR Brands 

$25 

0 Different Style RJR Brands 

$30 


Vendors who take part in this plan agree: 

1) Thai the placements) In the machines on location qualifying for payment, will be merchandised and have proper 
Identification through the end of each calendar quarler for which payment Is sought. 

2) As requested by RJR, to furnish a completed list which accurately reports the location ol (must Include correct 
customor name and correct mailing address) and RJR brand style columns In each vending machine for which a 
display payment Is claimed and to periodically update the list to reflect locations added or dropped or changes In 
brand placements. 

3) To report onfy locations that are operated and controlled by you and which have machines that you own or lease. 

4) RJR will Issue Vending Payments twice a year. They will be made as soon as practicable (approximately 45 days) 
after the end of the first and third calendar quarters. Payment made alter the end of Ihe first quarter will be for the 
first and second quarters. Payment made alter the end of the third quarter will be lor the third and lourlh quarters. 
Payments for the two quarters which are paid In advance will be based upon the latest audHIed Information 
available lo RJR. If over or under payment is made on any prepaid quarter, proper adjustment will be made at the 
end of Ihe lollowing quarter. 

5) Determination of Vending Payments duo and payable will be based upon audits performed by RJR pursuant to its 
vending audit procedure. The current audit procedure Is summarized below. 

6) The payments due to Vendor under Its display plan are not assignable to third parties. 

VENDING AUDIT PROCEDURE 

• A survey/questionnaire will be mailed to all locations on placement list provided by the Vendor. A location lo which 
Ihe survey/quoslionnaire cannot be delivered by the U.S. Post Oflico will be Ineligible for any payment. All 
remaining locations on Vendor's placement list are eligible for payment ("Claimed Locations"). 

♦ Information on completed surveys/questionnaires returned will be compared to Information reported for these 
locations by the Vendor. From this comparison Ihe accuracy of Vendor-reported Information will be determined 
and staled as a percentage ("Accuracy Percentage”). An Accuracy Percentage ol 90% would mean that lor 
locations which returned a completed survey/questionnaire, 90% qualified tor payment as claimed by Vendor but 
10% did not. 


_ 












MASTER FOAM 

fUAT Fortfl 7137 • FUv. 4/93 

No 71373 R. J. REYNOLDS TOBACCO COMPANY 

DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-2 

* The amount earned by Vendor will be determined from a graduated scale and will vary according 1 o Its Accuracy 
Percentage and the total of payment requested lor all Claimed Locations. For Instance, if a Vendor's Accuracy 
Percentage is 90% or above, Vendor will receive 100% of payment requested for all Claimed Locations. The scale 
will be as follows: 


— 

accuracy percentage 

paymentpercentage 

90 - 100% 

100% 

80-89 

90 

70-79 

80 

SO-69 

70 

50-59 

60 

49 and Below 

Same as Accuracy Percentage 


* No payment can be made to Vendor without an acceptable audit. An audit Is unacceplable If completed 
surveys/questionnaires returned account for less than 10% of Vendor's locations. In such Instances, Vendor will 
have the option ol requesting a re-audit ol all locations at Vendors expense. 

This display plan will remain In effect until terminated by notice by either party or until superseded by a new display 
contract. In Ihe event ol failure ol performance by Vendor, no monies will be paid under this display plan. 

R. J. Reynolds Tobacco Company and Vendor Indicate their acceptance ol the terms of this Agreement by their 
respective signatures herein below: 


Effective Date:_ 

R. J. REYNOLDS TOBACCO COMPANY 

By:- 

Title: __ 

Division:__ 


(PLEASE PRINT) 

Vendor._ 

Street Address: _ 







MASTER FORM 

RJH7 Fonn 7138- R«v. <S3 

Item No. VtSfil 


R. J. REYNOLDS TOBACCO COMPANY 


DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-3 


TO OUR VENDING CUSTOMERS: 

R. J. Reynolds Tobacco Company Is pleased lo announce the following display contract payments and placement audit 
procedures for Vending effective July 1, 1993. These payments can be earned by the Vendor's promotion and 
distribution ot R. J. Reynolds cigarettes under the terms ot this Agreement, tn order to be eligible for RJR Vending 
Payments you must indicate acceptance of the terms of this offer by completing and signing this Agreement. 

The Vendor will be eligible to earn Vending Payments tor merchandising each different style RJR brands In vending 
machines on location. The vending machine(s) must contain the distribution of at least six (6) different style RJR brands 
to quality lor payment. A location is any single machine or multiple machines which are placed sWe-by-slde tn an outlet 
for the purpose of selling cigarettes. The payments will be as follows: 


NUMBER OF RJR BRANDS 

TOTAL ANNUAL RJR VENDING PAYMENTS 

6 Different Style RJR Brands 

$ii 

7 Different Style RJR Brands 

$20 

8 Different Style RJR Brands 

$30 

9 Different Style RJR Brands 

$40 




Vondors who take pad in this plan agree: 

1) That the placemont(s) In the machines on location qualifying for payment, will be merchandised and have proper 
Identification through the ond of each calendar quarter for which payment is sought. 

2) As requested by RJR, to furnish a completed list which accurately repods the location ot (must Include correct 
customer name and correct mailing address) and RJR brand style columns in each vending machine (or which a 
display payment ts claimed and to periodically update the list to reflect locations added or dropped or changes In 
brand placements. 

3) To repod only locations that are operated and controlled by you and which have machines that you own or (ease. 

4) RJR will Issue Vending Payments twice a year. They will be made as soon as practicable (approximately 45 days) 
afier the end of the first and third calendar quarters. Payment made after the end ol the first quarter will be for the 
first and second quarters. Payment made alter the end of the third quarter will be for the third and fourth quarters. 
Payments lor the two quarters which are paid in advance will be based upon the latest auditled Information 
available to RJR. If over or under payment Is made on any prepaid quarter, proper adjustment will be made at the 
end of the following quarter. 

5) Determination of Vending Payments due and payable will be based upon audits performed by RJR pursuant to Its 
vending audit procedure. The current audit procedure Is summarized below, 

6} The payments due to Vondor under its display plan are not assignable to third parties. 

VENDING AUDIT PROCEDURE 

• A survey/queslionnaire will bo mailed to all local ions on placement list provided by the Vendor. A location to which 
the survey/questionnaire cannot be delh/ered by the U.S. Post Office will be Ineligible for any payment. All 
remaining locations on Vendor’s placement list are eligible for payment ("Claimed Locations"). 

• Information on compleled surveys/questionnaires returned will be compared lo Information reported for these 
locations by the Vendor. From this comparison the accuracy of Vendor-reported Information will be determined 
and staled as a percentage ("Accuracy Percentage"). An Accuracy Percentage of 90% would mean that for 
local ions which returned a completed survey/queslionnaire, 90% qualified lor payment as claimed by Vendor but 
10% did not. 









MASTER FORM 

RJRT Form 7138 - R*v. W>3 

lt*m No. 71301 


R. J. REYNOLDS TOBACCO COMPANY 

DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-3 


• The amount earned by Vendor will bo determined Irom a graduated scale and will vary according lo Its Accuracy 
Percentage and the total of payment requested lor all Claimed Locations. For Instance, H a Vendor's Accuracy 
Percentage Is 90% or above, Vendor will receive 100% of payment requested tor all Claimed Locations. The scale 
will be as lotlows: 


ACCURACY PERCENTAGE 

PAYMENT PERCENTAGE 

90- 100% 

100% 

80-B9 

90 

70-79 

80 

60-69 

70 

50-59 

60 

49 and Below 

Same as Accuracy Percentage 


♦ No payment can bo made to Vendor without an acceptable audit. An audit is unacceptable H completed 
survoys/questlonnaires returned account lor less than 10% ol Vendor's locations. In such Instances, Vendor will 
have the option ol requesting a re-audit ol all locations at Vendor's expense. 

This display plan will remain in effect until terminated by notice by either parly or until superseded by a new display 
contract. In the event ol failure oi performance by Vendor, no monies will be paid under this display plan. 

R. J. Reynolds Tobacco Company and Vendor Indicate their acceptance of the terms of this Agreement by their 
respective signatures herein below: 


Effective Date:. 


ft. J. REYNOLDS TOBACCO COMPANY 

By:----- ■ 

Title:_ 


(PLEASE PRINT) 
Vendor:_ 


Division: _ 


Division No.: 


Street Address:, 


City:- 


RJR SIS No.: _ 
TRU/DVM No.: 


State:. 
By: — 


RJR Name Stamp 


Title:. 


Zip:. 


Our Vending Plans are made available on proportionately equal terms to all competing Vendors. Contact your local 
Reynolds Sales Representative lor Inlormatlon on these plans. 

COPIES; (1) DMalon Ohio* fJ) Vendor Copy (3) Yru-Ch*ck Compute Sytlwnt, Ino. 

as Eiacullvt Blvd. 

EJm»tord, Nin York 10523 
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MASTER FORM 
RJRT Form 157764-4/93 
Horn No. 157764 


R. J. REYNOLDS TOBACCO COMPANY 


DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-4 


TO OUR VENDING CUSTOMERS: 

R. J. Reynolds Tobacco Company Is pleased to announce the tollowing display contract payments and placement audit 
procedures tor Vending effective July 1, 1993. These payments can be earned by the Vendor's promotion and 
distribution of R. J. Reynolds cigarettes under the terms ot this Agreement. In order to be eligible tor RJR Vending 
Payments you must Indicate acceptance o( the terms of this offer by completing and signing this Agreement. 

The Vendor will be eligible to earn Vending Payments for merchandising each different style RJR brands In vending 
machines on location. The vending machine(s) must contain the distribution of at least eight (0) different style RJH 
brands to qualify for payment. A location is any single machine or multiple machines which are placed skfe-by-slde In an 
outlet lor the purpose of selling cigarettes. The payments will be as follows: 




<r> 


u> 

Ch 

CD 


NUMBER OF RJR BRANDS 

TOTAL ANNUAL RJR VENDING PAYMENTS 

B DHterent Style RJR Brands 

$20 

9 DMerent Stylo RJR Brands 

$35 

10 Different Style RJR Brands 

$45 

11 Different Style RJR Brands 

$50 

12 Different Style RJR Brands 

$55 


Additionally, the vendor will be eligible to earn Vending Payments of $3 per year lor each additional style merchandised 

over 12 brands. 

Vendors who take part in this plan agree: 

1) That the placements) In the machines on location qualifying for payment, will be merchandised and have proper 
Identification through the end of each calendar quarter for which payment is sought. 

2) As requested by RJR, to lumish a completed list which accurately reports the location of (must Include correct 
customer name and correct mailing address) and RJR brand style columns In each vending machine for which a 
display payment Is claimed and to periodically update the list to reflect locations added or dropped or changes in 
brand placements. 

3) To report only locations that are operated and controlled by you and which have machines that you own or lease. 

4) RJR will issue Vending Payments twice a year. They will be made as soon as practicable (approximately 45 days) 
after the end of the first and third calendar quarters. Payment made after the end ot the first quarter will be for the 
first and second quarters, Payment made after the end of ihe third quarter will be for the third and fourth quarters. 
Payments for the two quarters which are paid In advance will be based upon the latest audltled information 
available to RJR. If over or under payment Is made on any prepaid quarter, proper adjustment will be made al the 
end of the following quarter, 

5) Determination of Vending Payments due and payable wilt be based upon audits performed by RJR pursuant to Its 
vending audil procedure. The current audit procedure is summarized below. 

6) The payments due to Vendor under its display plan are not assignable to third parties. 

VENDING AUDIT PROCEDURE 

• A survey/questionnaire will be mailed to all locations on placement list provided by the Vendor. A locallon to which 
the survey/questionnaire cannot be delivered by the U.S. Post Office will be Ineligible for any payment. All 
remaining locations on Vendor’s placement list are eligible for payment ("Claimed Locations"). 

• Information on completed surveys/questionnaires returned wilt be compared to Information reported for these 
locations by the Vendor. From this comparison the accuracy of Vendor-reported Information will be determined 
and stated as a percentage (“Accuracy Percentage”). An Accuracy Percentage of 90% would mean that for 
locations which returned a completed survey/questionnaire, 90% qualified for payment as claimed by Vendor but 
10% did not. 
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MASTER FORM 
RJRTFwm 157764 • 4^3 
Item No. 157764 


R. J. REYNOLDS TOBACCO COMPANY 


DISPLAY PLAN FOR VENDING MACHINE OPERATORS 
PLAN B-4 


• The amount earned by Vendor will be determined from a graduated scale and will vary according to its Accuracy 
Percentage and the total of payment requested lor all Claimed Locations. For inslaxe, If a Vendor's Accuracy 
Percentage Is 90% or above, Vendor will receive 100% of payment requested lor all Claimed Locations. The scale 
will be as follows: 


ACCURACY PERCENTAGE 

.’ 

PAYMENT PERCENTAGE 

90- 100% 

100% 

80-89 

90 

70-79 

80 

60-69 

70 

50-59 

60 

49 and Below 

Same as Accuracy PercentaflO 


• No payment can bo made to Vendor without an acceptable audit. An audit Is unacceptable If completed 
surveys/questionnaires relumed account for less than 10% of Vendor's locations. In such Instances, Vendor will 
have the option ot requesting a re-audii of all locations at Vendor's expense. 

This display plan will remain In effect until terminated by notice by either party or until superseded by a new display 
contract. In the event ot failure of performance by Vendor, no monies will be paid under this display plan. 

R. J. Reynolds Tobacco Company and Vendor Indicate their acceptance of the terms of this Agreement by their 
respective signatures herein below: 


Effective Date:. 


R. J. REYNOLDS TOBACCO COMPANY 

By:- 

Title:_ 


Division: _ 


Division No.: _ 
RJR SIS No.: _ 
TRU/DVM No.: 


RJR Name Stamp 


(PLEASE PRINT) 
Vendor:_ 


Street Address:. 


City:. 


State: _ 
By:_ 


Zlp:_ 


Our Vending Plans are made available on proportionately equal terms to all competing Vendors, Contact your local 
Reynolds Sales Representative for Information on these plans. 

COPIES: (1) DivUlon Offic* (2) Vendor Copy (3) Tfu-Ch*cl< CompulK 8y»Um», Inc, 
as Ex»cutiv« ewd. 

Elm»lord, N*w York 10523 
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Description of Questionnaire/Survey 


Purpose of QuestSonnaire/Survcy 

This quest ionnaire/survey is mailed to every location claimed on a vendor’* list. The individual who complete* and return* 
the questionnalre/survey will receive a gift for participating. The result* of these response* are calculated to form the 
Cigarette Machine Audit Detail Report and Summary which is described in lection 4 of this document- 

Description of Queslionnalre/Survey 

O This is the front side of the questionnaire/survey which indicates that the information should he completed. Note that 
this qncstionnalit/siirvty should he completed, folded and returned for processing in order to recei ve the gifr. No 
postage is necessary. 

^ This section provides insmictions for completing the questionnairc/survey. 

0 This Is the quescionnaire/survey. 

NOTE: Item 6 requires a signature and date of birth before the gift can be sent. 
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The Audit Reports 
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Cigarette Machine Audit Detail Report 


o 

EXAMPLE VENDING 
123 Main Street 
Anywhere, UDSA 12345 


o 


CIGARETTE MACHINE AUDIT 

Detail Report 


PAGE: 1 


o 


SIS#; 123456 
DlV#: 4242 


o 


o 


c 

C C C 
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tr 

H 

R 
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VENDOR REPORTED NAME AND ADDRESS 


FRANK'S GRILL 

4832 BROADWAY 
GARY IN 46408 

LARRY’S PAWN 

1603 BROADWAY 
GARY IN 46408 

BEER HOUSE 

3839 GRANT ST 
MERVILLE IN 46410 

JWS GARDEN 

444 RIDGE ROAD 
GRIFFITH IN 46319 

RALPH'S HOUSE 

1400 W RIDGE WAY 
GARY IN 46408 

BRUCES 

700 LINCOLN ST 
HOBART IN 46321 

NORTHTOWN 

3838 W141 STAVE 
CROWN PT IN 46409 


RR FR RRRR 

FF F F FFFF 


R RRRRRRR 

F FFFFFFF 


RR RRRRRR 
FF FF F FFFFF 


R R R R R R R 
F F F F F 


R RRR RRRRRR 


R R R R R R R 


RR RR RRRR 


1 


1 


2 


4 


S 


6 


7 


o 


(" resultlegenT] 


1: QUALIFIED FOR PAYMENT AS REPORTED 

2 QUALIFIED FOR PAYMENT WITH MORE BRANDS THAN REPORTED 

3: QUALIFIED FOR PAYMENT BUT FEWER BRANDS THAN REPORTED 

4: NOT QUALIFIED FOR CONTRACT PAYMENT 

5: NO MACHINE ON LOCATION 

6: LOCATION OWNS MACHINE 

7: RETURN TO SENDER 

8: AUDIT FORM ILLEGIBLE OR INCONCLUSIVE 

9 AUDIT NOT RETURNED 


o 


R-REPORTED 
F » FOUND 
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Explanation of Cigarette Machine Audit Detail 


Purpose of Report 

This report is issued through SIS once the results of rhe questionnaire/survey have been calculated. There will he anatnlit 
detail report for each vendor, listing the locations the vendor claims, the name and address of the location and rhe results of 
the audit- The audit indicates on the top line for each location what brands the vendor reported for the machine at this 
location (marked with an R) and the second line for each location Indicates what brands the location actually found in the 
machine (marked with an F) based on the questionnaire/survey responses. From this audit detail report, then a summary is 
calculated for each vendor. The summary report is described on pages 2d and 25. 

Report Details 

0 Vendor name and address, 

Q SIS and Division number of rite vendor, 

0 These are the addresses and locations claimed by tbe vendor. The 'Rl* in the first line indicate what brands rhe 
vendor reported for the machine at this location. The 'F$* In the second line indicate what brands the location 
actually reported as being in rhe machine. 

0 RJRbrand placement alignment. 

0 This is the result* column. Refer to the Results Legend for interpretation 
0 Result Legend In numeric order. 

1 • Qualified for payment as reported 

2 - Qualified for payment with more brands than reported 

3 * Qualified for payment but fewer brands than reported 
i - Nor qualified for contract payment 

5 • No machine on location 

6 - Location owns machine 

7 * Return to sender 

8 - Audit form illegible or inconclusive 

9 - Audit not returned 

0 This legend indicates how the brand was claimed and/or verified- 

• R «Brand reported by vendor 

• F - Brand found by questionnalre/survey 
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Cigarette Machine Audit Vendor Summary (Valid Audit) 




CIGARETTE MACHINE AUDIT 
example vending ssi: 123456 Vendor Summary 


123 Mein Street 
Anywhere, USA 12345 


01V #; 4242 
I MACH: 2 


Audit Mailed to Locations 

_ vvm_ _ 


RESULTS SUMMARY 


A)The number of audits melled.. 


C) The number ot Audit tor ms returned.(D through K)-........ 



D) Qualified tor payment at reported.......26 

E) Qualified tor payment with more brands than reported............51 

F) OuaHied for payment but lewer brands than reported.............90 

G) Not qualified lor con trad payment...-.....15 

H) No machine on location.....56 

I) Locabon owns machine..............___..............1 

J) Returned to Sender______SS2 

K) Audits illegible or inconclusive--........---...0 


ADJUSTED AUDfTS FOR LOCATIONS DROPPED 


The results of the audit, mailed V1<W3, were then compared to your locator 1st as o( 4/2M3 to adjust tot 
local ions you have dropped. 

L) The number of audit forma returned -.(line C)......_,—---..............623 

M) Not qualified for contract payment.........0 

N) No machine on location......—--10 

O) Local** owns the machine-------------0 

P) Relumed to sender................63 

0) Audits I legible or inconduiwa _________0 

R) Total location! dropped...^M thru 0).... 


S) Adjusted Audits for locations dropped..,.(L minus R).- 


_73 

_750 


J RETURN TO SENDER 

n 

Return to Sender...(J minus P).<S9 

NOTE: Payment claimed on these 469 locations was $7 ,$00. TVs amount wit be subtracted from your net) 
quarterly ehedc 


) ACCURACY PERCENTAGE 


RJR Use Only 

IF 


U) Incorrect Audrt*..(Ge He l}minus (M + Ns 6), .... 102 

V) Audit Base...(T+U)~.-.........261 


W) Accuracy Porcontage.. {T * V)...61 % 



F) UR Piyawa Scat* 
■AmncyK P*rmenrw 

sow ■ too w ■ ioow 

lOW-BOW ■ SOW 

TQVftlW . SOW 

SOW-MW • TOW 

sow - saw ■ 60 w 

♦JW.ndB*tow . UrtW 


Dale._ 

RJRRep. 


Vend Operator. 
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Explanation of Cigarette Machine Audit Vendor Summary 

Purpose of Report 

Thli report It issued through SIS once the audit process has been completed. Ir provides a summary of audit responses, 

calculates the results and provides an accuracy percentage rating from which the vendor payment amount is derived, Refer 

to fhe following report derail for descriptions, 

Report Detail 

O Vendor name and address. 

O SIS and Division number for the vendor and the number of the machines claimed by the vendor. 

Q This is the date the questionnaire/survey was mailed to the locations. 

O The information in the Results Summary section indicates the number of audits mailed (line A), the number of audits 
not returned (line B), and the number of audit forms returned (line C)- Lines D through K indicate the number of 
machines which either qualify or do not qualify for payment based on the stated criteria. 

0 The information in the Adjusted Audits for Locations Dropped section indicates the results of the audit mailed on the date 
specified (see 3) when compared with the vendor's location list as specified in the first sentence in section 5 (e.g., 
4/25/93). Litres M thtough Q make adjustments for locations dropped based on the latest location list received from the 
vendor. Line R provides the total of locations dropped (lines M through Q) since the audit was mailed. Line S must 
represent 10% of line A in order to have a valid audit. If the audit was not valid, then you will receive a report similar 
to the one described on pages 26 and 27 of this document. NOTE: If lines M through Q are all teros, then this may 
indicate that the vendor has not made an attempt to update the location list. 

O The Return to Sender section indicates the number of audits that were marked as undeliverable by the postal service and 
is calculated for you by an outside auditing company. The dollar amount indicates what is being adjusted on the Pay 
Register. This amount will automatically be deducted from the total amount claimed by the vendor. 

0 The Accuracy Percentage section explains how the result* of the audit were calculated. Line T is the sum of lines D ♦ E ♦ 
F. Line U contains the results of the sum of lines G ♦ H * I minus the sum of the results from lines M + N ♦ O. Line V 
Is the sum of lines T ♦ U which establishes the audit base. Line W establishes the accuracy percentage by dividing line 
T by line V. IMPORTANT: Accuracy percentage will be used as the basis for payment calculations from the 'RJR 
Payment Scale.' 

0 The RJR Uie Only section is where you may make adjustments to the information in the Accuracy Fercmwgf section. In 
situations where the vendor can prove to your satisfaction that some of audits on lines G, H and I were actually correct, 
then you may use this space ro recalculate the accuracy percentage. Additionally, a vendor may claim new placements 
that were not submitted through the reporting system. Enter the new numbers for linesT through W in this section. 

Q These are the payment guidelines. After establishing the accuracy percentage, use this scale to determine the vendor's 
percentage of payment. The scale provides flexibility for vendors scoring 50% or better. Any vendor with an accuracy 
percentage rating of 49% or less will be paid on the exact percentage amount. This payment scale reflects the percent¬ 
age of payment the vendor will receive after deducting the return to sender dollar amount. 

© In dir* section, enter the date and your signature. The vendor should sign indicating that they understand the audit 
process as explained- NOTE: The vendor will be paid on the accuracy percentage calculated regardless of 
whether or not they sign this audit. 
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Cigarette Machine Audit Vendor Summary (Invalid Audit) 


^ CIGARETTE MACHINE AUDIT 

Vendor Summary 


EXAMPLE VENDING SIS*: 654321 

123 Main StiMt DIV 1:4242 

Anywhere, USA 12345 I MACH: 50 


Audits Mated to Locations 
3/10/93 


RESULTS SUMMARY 


A) The number o( audita mailed__ 

B) Audits not returned______ 

C) Th# number ol Audit lorme r t turned. (D through K)... 


0} Ouelrfted lor payment a* reported..1 






.O 

H) No machine on location...---- 


-0 

.0 



.2 

K) Audits iOegiNe or inconclusive............ 


..-0 


~ __ ADJUSTED AUDITS FOR LOCATIONS DROPPED 

The result* ol the auds, mailed ytQ/93. were then compared to your location 1st as ol 42&/B3 to edjusl lor 
location* you have dropped. 


L) The number ol audit forms returned-{line C).- -- 





.....0 







S) Adjusted Audita lor location* dropped-^ ninua R)- 

_4 


Adjusted Audita (Una S) dot* not equal a minimum ol 10% of (he Audit* milled (Line A). 
THIS IS NOT A VAUD AUDIT. 
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Explanation of Cigarette Machine Audit Vendor Summary 


Purpose of Report 

This report is Issued through SIS once the audit process has been completed- It indicate* that the result* of die audit did not 

meet RJR criteria for a valid audit and, therefore, the vendor is not eligible to receive payment. This report should be used as 

a tool to encourage vendor operators to submit an accurate list for quarterly payment. Refer to the following field descrip¬ 
tions. 

Report Detail 

O Vendor name and address, 

Q SIS and Division number for the vendor and the number of die machine* claimed by die vendor. 

Q This is the date the audit was mailed to the locations. 

O The information in the ftejulu Sumnwry section indicates the number of audit* mailed (line A), the number of audits 
not returned (line R), and the number of audit forms returned (line C). Lines D through K indicate the number of 
machines which cither qualify or do not qualify for payment based on the stated criteria. 

O The Information in the Adjusted Audio for Locations Dropped section indicate* the results of the audit mailed on the date 
specified (see 3) when compared with the vendor's location list as specified in the first sentence in section 5 (e g., 
4/25/93). Lines M through Q make adjustments for locations dropped based on the latest location list received from the 
vendor. Line U provides the total of locations dropped (line* M through Q) since the audit was mailed. Line S must 
represent 10% of line A in order to have a valid audit. 

NOTE: If lines M through Q are all teros, then this may Indicate that the vendor has not made an attempt to update the 
location list- 


IMPORTANT 


O This statement indicates that line S does not equal 10% of line A and, therefore, the vendor is not eligible ro receive 
payment. If the vendor wants to be rtaudited for the pay period in question, they must update their list and contact you. 
You should then contact Jack Regan at (919) 741-5360 or Frank Vestal (919) 741-7753 and request a reaudit. The 
vendor will be reaudited at a charge of $2 per machine for the entire list, You must explain this charge to the 
vendor. The $2 per machine charge will be deducted from the Pay Register after a valid audit is received. Your division 
offices have the tesponsibilityof ensuring that this money Isdeducted. 

If the vendor docs not wish to incur the $2 per machine charge, they have the option to wait for the next RJR audit 
period. If they choose this option, they will not receive payment for the period with an invalid audit. No retroactive 
payment (for an invalid audit period) will be made once a valid audit is received. 

O in this section, enter the date and your signature. The vendor should sign indicating that they understand the audit 
process a* explained. 
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Pay Registers 


2 


Adjusting Vending 
Pay Register 


Payments are made to vendors at the close of the first quarter for the first half of 
the year (second quarter prepaid). Similarly, the payment made at the end of the 
third quarter Is for the second half of the year (fourth quarter prepaid). There¬ 
fore, it Is important to note the following: 

• Adjustments can be made to the current and/or prepaid quarter payment on 
the first and third quarter Pay Registers only. 

* Adjustments made to the second and fourth quarter Pay Registers will be re¬ 
flected on that quarter only. A previous quarter prepayment cannot be ad¬ 
justed. If a net is due the vendor or RJRT, it will automatically be carried over 
to the next quarter for payment. 

To make an adjustment to a Vending Pay Register: 

1. At the Vending Pay Register screen, overkey the amount owed under AD¬ 
JUSTED AMOUNT. 

2. Enter a reason after CURRENT ADJ REASON. 


3. Enter a reason after NEXT ADJ/ADJ REASON to explain the next quarter 
prepayment adjustment and press (ENTER). 

4. Follow screen prompts to complete the process. 

❖ Note: Verification method mu9t be shown on all Pay Registers prior to 
approval. 


Chain/Corporate 
Vendors and 
Branches 


All branches for a Chain/Corporate vendor with payment made to Headquarters 
location must have preliminary approval made by the Manager with call respon¬ 
sibility before the Chain/Corporate Pay Register can be approved. 

Once preliminary approval has been made at brand level, the date approval was 
made will appear on the Vendor Selection screen with a P preceding the date. 

If payment is handled at the brand level, it should be approved as a regular ven¬ 
dor. No change/corporatc pay register will appear. 

Preliminary approval dales will appear on brand and chain/corporate-level 
screens. No P/R means the branch Pay Register is not yet available for approval. 
Chain/Corporate Pay Registers arc Identified on the selection screen as CORP. 

The approval procedures for a branch or chain/corporate vendor is the same as 
previously explained for any vendor. 
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PAY REGISTERS 


Additional Reports 


♦ Note Do not designate check handling for brand payment. This designation 
will be entered by the Manager with payment responsibility of the 
chain/corporale pay register. 

Chaln/corporate pay register cannot be adjusted. Any adjustments to this regis¬ 
ter must be entered at the branch level. Adjustments made at the brand level au¬ 
tomatically recalculate this register. 

The dollar amount display On the chain/corporate pay register is the total of all 
branches. 

The chain/corporate pay register cannot be approved until all preliminary ap¬ 
provals have been made at the branch level. 

♦ Note The Contract Plan is not designated on Chain Corporate Pay Registers 
when a vendor operates with a combination of Contract Plans. 

To assist in vending results and placement tracking, two additional reports are 
available - the Vending Placement Payment report and the Vending Placement Sum¬ 
mary report sent to your office automatically). 

To request that the Vending Placement Payment Report be sent to your office. 

1. At the Application Selection Menu, type "X” In front of PRINT REPORT and 
press (ENTER]. 


01 


co 

cr> 
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Pay Registers 


2. At the Print Report Menu, type "X" In front of HISTORICAL REPORTING 
SELECTION and press [ENTER]. 
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Requesting Reports 
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Summary 


This section familiarizes the Systems Coordinator (SC) with procedures for 
requesting reports and retrieving information from Ihe computer. The SC should 
also establish a print report schedule wilh the Region Operations Manager and 
be introduced to Data Grabber. Reports can be requested in two different ways: 


1. Via SIS print report function (or) 


2. As an end result of the main master list selection in SIS 


Z ~ j- The SC should establish a print report schedule in for all Region Divisions. By 

Preliminary scheduling each report, the SC will not be forced to constantly pull up repetitive 

Activities reports — each will be printed at the time and place requested. 


Master List Utilities 


Master List Utilities can be organized into three areas: 

• Obtaining scroll lists 

• Manipulating scroll lists 

• Printing reports and formatting 

Most of this activity is accessed via the SIS Main Master List Account Selection 
Menu screen. 
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Requesting reports 


Obtaining Scroll 
Lists 



3-2 ■ Book V: Systems Coordinator Copyright O RJ. Reynolds Tobacco Company 1993 


^£yrcsjTtt|3£^ww^n£|y£ji^document^cs^d^ioc^hkv0000 





iB8ued:e/93 










Issued: 6/93 



Requesting Reports 


“ “ -- This Master List Account Selection screen is the primary screen utilized to re- 

M0St6r List Account quest reports, data, etc. Because the main RJR computer bank holds information 
Selection for each account, the SC can inform the computer which accounts pull up by se¬ 

lecting one or more options. The SC tells the computer to generate the list of ac¬ 
count $ which reflect the criteria chosen. Following are two examples of how to 
utilize this screen. 


Example 1 


List of Direct Accounts 

To obtain a list of Direct Accounts for a Region specify categories by which the 
computer will select the accounts. 



1. At the Master List Account Selection Menu at ACCT TYPE, type d for DI¬ 
RECT. 

L/l 

2. At SEGMENT <?>, type XX for £l[ Direct Accounts. These actions inform the £ 

computer to select all Direct Accounts. 

3. The Region number automatically appears at top right. To access informa¬ 
tion by: 

• REGION - Type first two digits of Region number after the sales number 
(e.g,, if Minneapolis Region is 6300, type "63XXXX" after the sales level.) 
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requesting Reports 



■ DIVISION - Type Division number XX after the sales level (e g., 6326XX). 

• ASSIGNMENT - Type Division and assignment after sales level (e.g., 
632605). 

4. To view the selected accounts on-line, press I ENTER]. An Account Scroll 
of Direct Accounts has been obtained. Sec page 3-8 for details on scroll 
list manipulation. 



5. To print the report, type m70 at bottom right and press [ENTER]. 

6. Follow screen prompts. You will receive a list of all Direct Accounts in the 
operating unit. Refer to 3-17 (Report Menu section) for a complete overview 
of using the print report options. 
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Example 2 


Requesting reports 
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Requesting reports 
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2. Again, the computer provides a list of accounts which fulfill the designated 
requirements. 


g||jg|gggjjggggjv 
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H*«t Tunetlon<)i 


The two previous examples show the wide variety and combination of selections 
that can be made. Selection criteria available on the lop portion of the Master List 
screen include: 

• State 

• Wholesaler number 

• Zip Code 

• Division 

• Territory 

• Region 

• Chain ID 

The SC can perform more intricate selections by placing an "X" next to the appro¬ 
priate function at the Main Master List screen. Each of these functions explained 
below is accessed by typing "X" in the appropriate blank. 

• Note: Multiple selections are allowed and often needed. 
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Requesting reports 


M10- Select by 
Contract 


To utilize: 

• Request whether accounts to be selected with contract or without contract by 
typing H X" in the appropriate blank. 

• Select contract type desired. Only one contract type may be selected at a 
time. 

• Enter which specific plan is desired or type “All" to request every plan avail¬ 
able to a contract. (PCD4K selects a specific plan; "ALL" would select ac¬ 
counts with PCD4K or PCD3K or PCD2K and so on.) 

• Press [ENTER] to view generated list. 



ui 

H* 

CO 
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Requesting reports 


Mil - Accounts 
Called On/Not Called 
On 
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Requesting Reports 


Ml2- Selection by 
Merchandisers 


Indicate whether selection is for accounts with or without merchandisers. 

Type "X" next to each merchandiser desired. Up to 40 may be chosen. 

♦ Note: If multiple merchandisers are selected, the account list will contain 
every call which has any of the requested merchandisers. 

Press (PF3] lo generate the scroll list. 

Press [ENTER) to scroll lo the next merchandiser screen. 



LO 

ID 
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Requesting Reports 


Ml3-ListBrand by 
Distribution 


* Select either stores with or without the de9irod brand. 

* Type H X" next to the desired brand. Only one brand may be selected. 



do* rr 3«o po* v 
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REQUESTING REPORTS 


Ml 4 - Master List 
Call by Classification 


• Type "X” next lo each call classification desired. 



• Below is a brief explanation of each classification. 


CO 
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Requesting reports 



Call Classifications Matrix 


CLASS 

VOLUME 

FREQUENCIES 

K 

CARTON OUTLET 
'KEY*CALL 

MINIMUM- 176 CPW 

(51% Of weekly 
art told by 6* carton) 

• 01 - Weekly 

• 02 • BrwoolJy 

• 03 - 4 Urnei a quarter 

• 04 - Monthly 

• 06 • Twice a Off 
■ 13-Quarterly 

A 

PACKAGE OUTLET 

MNIMUM • 178 CPW 

• 01 - Weekly 

• 02 - Biweekly 

• 03-4 timet a quarter 

• 04 * Monthly 

• 06-Twice e Off 

• 13 • Quarterly 

B 

PACKAGE OUTLET 

100-176 CPW 

• 02 - Biweekly 
■03-4 timet a quarter 

• 04 • Monthly 

• 06 • Twice a Off 

• 13 - Quarterly 

C 

PACKAGE OUTLET 

76 W CPW 

• (M • Monthly 

• 06 - Twice a Off 

• 13 - Quarterly 

D 

PACKAGE OUTLET 

1-75 CPW 

» 13 • Quarterly 

• 52-ANNUALLY 

— 

N/A 

•02 - BIWEELY 

• 04-MONTHLY 

• 06-TWICE A QUARTER 


N/A 

WA 


N/A 

— 


Copyright C R.J. Reynolds Tobacco Company 1993 


Book V: Systems Coordina tor m 3-13 


JULL 




51646 7399 














3 


Issued: 8/93 

Requesting Reports 


~—““-- ; These arc frequently used to change PP number Indicators, value-added entries. 

Ml 6- Selection by etCi ^ B 

Account Market 

• Select each account marketing type desired. As with the Ml2 screen, the list 
generated will be all accounts which possess any of the indicators selected. 

• Press JENTER] to continue. 
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3 


„—"—TTTZ * Indicate the range of volumes accounts will be selected by. Both must be etv 

M17 • Master List by tOTKi 5 7 

Volume 

• Press [PF3] lo continue. 
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REQUESTING REPORTS 


M03 • Account Scroll 


After making any selection from the M01 screen, the computer will provide an 
online list of accounts selected. The number of accounts selected will be dis¬ 
played at the lop of the screen. If there are more accounts than can be displayed 
on the screen, you may scroll through the accounts by pressing [ENTER). These 
accounts may be used for a variety of functions (!«., Manpower Analysis, Re¬ 
ports, Report Format, or viewing account level detail). For a list of available func¬ 
tions, enter T In the NEXT FUNCTION field and press [ENTER]. 



Options: 

• You may select the entire account scroll list by entering a function number 
and pressing [ENTER]. 

• You may select individual or multiple accounts by entering an "X” next to the 
account. This process may be continued to the next screen by pressing 
[ENTER], When your selection is complete, enter a function number and 
press [ENTER], 

• [PF1] returns you to the Master List Selection screen. [PF2] returns you to the 
beginning of your selection. 

❖ Note PF2 will bring you to the beginning of your selection but will 
eliminate any accounts with a previous "X" or selected. 
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Requesting Reports 



Scroll List Manipulation 


Now that you have an account scroll list, there are numerous functions that you 
can perform against the scroll list. Here is a list of available functions that you 
can perform by typing the function code in the NEXT FUNCTION field and 
pressing [ENTER]. 


M01 Mastar List Sanction Manu 
M04 Retrieve a Retained Us! 

Ml0SELECT a Contract 
Ml 1 SELECT by Accounts Contracted 
M12SELECT by Merchandiser 
M13SELECT by Brand Distribution 
M14SELECT by Call Classification 
M1GSELECT by Account Marketing 
Ml 7SELECT by Volume 
M31 VIEW Standard Account Info 
M32VIEW VAP Promotions 
M33VIEW Part Time Data 


M34VIEW Calls Made by Month 
M35 VIEW Contracts 
M36VIEW Brand Dlttrtoullon 
M37VIEW Merchandisers 
M38VIEW Temporary Displays 
M39 VIEW Territory Alignment 
M50Hold List Selection 
M70Prlnt Report Menu 
M71 Manpower Analysis 
M72Upda1e Activity 
M73Mais Update VAP Promotions 


REMEMBER: The above information can be obtained by typing "7" at the func¬ 
tion prompt. 


You will have noticed that the SELECT functions that were on the M01 screen 
are also available from the scroll list (M03). They are available if you would like 
to select a subset of the scroll list without going back to the Account Selection 
Screen (MOD. If you choose to run a SELECT function from the scroll list, a new 
scroll list will be displayed which Isa subset of the original scroll list. 

Each of the above functions that have not boon discussed up to this point will be 
described in detail on the following pages. 

The following are functions available once scroll list has been obtained. 
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Requesting Reports 


M31 - View/Update 
Standard Account 
Information 


This function allows you to display or update (limited by security access) all ac¬ 
count-specific static Information. 



Field Descriptions 


ACCOUNT NUMBER (nnnnnn) - The number assigned to each customer/ac¬ 
count. 

TERRITORY (xxxxxx) - The numeric geographical definition of the domestic 
field sales organization. 

ROUTE (rum) - The number assigned by the Sales Representative. This num¬ 
ber helps the Sales Rep organize his/her accounts. 

HAND-HELD NAME- The shortened account name that is loaded to the 
hand-held computer. Maximum of 16 characters allowed. 

ACCT NAME/ACCT ADDRESS! /ACCT ADDRESS2/ACCT CITY/ACCT m 

STATE/ACCT ZIP - Account name and location. 2 

ci 

MAIL NAME/MAIL ADDRESSl/MAIL ADDRESS2/MAIL CITY/MAIL 
STATE/MAIL ZIP - These fields provide an alternative mailing name/ad¬ 
dress for checks or other mailings. 

ACCT/MAIL NAME - The assigned account name. Maximum of 20 characters 
allowed. 
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Requesting Reports 



• ACCT/MAIL ADDRESSl * (20 characters allowed) -First line of account ad¬ 
dress. 

• ACCT/MAIL ADDRESS2 (20 characters allowed) - Second line of account ad¬ 
dress. 

• ACCT/MAIL CITY 15 characters allowed) - Valid city recognized by the US 
Postal Service. 

• ACCT/MAIL STATE (xx) • Valid Stale recognized by the US Postal Service. 

• ACCT/MAIL ZIP (nnnnn) - Valid zip code recognized by the US Postal Ser¬ 
vice. 

♦ Note Account and Mailing Gty, State and Zip Code combinations are 
validated by the US Postal Service. Hint: If ypu are unsure of a dty, state, 
zip code combination, enter a valid zip code and press [[ENTER], A win* 
dow will appear that displays all valid combinations. Select the correct 
combination with "X" and press [ENTER], The city, stale and zip code 
will aulomalically be inserted Into the field. 

• ACCT PHONE NO (nnn nnn nnnn) • The telephone number assigned to the 
account. 

• COUNTY (nnn) - The code automatically assigned by the system. 

• PRIMARY WHOLESALER (nnnrtnn) - The direct account that provides 
products/serviccs to the retail account. 

• SECONDARY WHOLESALER (nnnnnn) - The direct account that provides 
products/service to the retail accounts. 

• VAP (Value Added Program) Wholesaler (nnnnnn) - The direct account that 
delivers product and promotions directly to the retail account. 

• VAP SUPPLIER (10 characters allowed) - The account number that the direct 
account/wholesaler has assigned to the retail account. 

• TAX JURISDICTION (xxx xxx) - The indicator used to group multiple ac¬ 
counts within a tax jurisdiction, such as a township. You may enter two tax 
jurisdictions. 

« TYPE (x) -Valid types are: 

R - Retail - Sells directly to the consumer 

D - Direct - Purchases from RJR and sells to retail accounts 

I - Indirect - Purchases from direct accounts and sells to small retail 

accounts 
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REQUESTING REPORTS 


• CHECK SPECIAL HANDLING (Y-N) - (x). If Y' check will be sent to re¬ 
sponsible Chain Manager or Division Manager If "N", check will be sent to 
payee. 

• CALL CLASSIFICATION-FREQUENCY <?> (xnn) • The fire! character is the 
call classification. It is assigned by field sales based on volume. "K" accounts 
are carton outlets. The remainder (A,B,C, etc.) are package outlets. Frequen¬ 
cy, the last two numbers indicate how often the account is called on by the 
sales representative. "01" weekly, "02" biweekly, etc. For frequency defini¬ 
tions, enter a *T in the first position of the field and press (ENTER]. 

• SEGMENT <?> (xx) - The class of trade definition assigned to the account, 
such as convenience store, drug store and gas station. For segment defini¬ 
tions, enter a '7" in the first position of the field and press [ENTER]. 

• WEEKLY VOLUME (nnnnn) - All companies weekly carton cigarette vol¬ 
ume. This volume is entered by the Sales representative. 

• CHAIN ID - (nnnn nn nn) • The chain ID number that associates a group of 
accounts to a chain. The following are the accepted options for this field: 

* Headquarters Level (1012 xx xx) - Four digits followed by four x’s. 

Second Level (1012 01 xx) - Six digits, followed by two x's 
Specific chain (1012 0101) - Eight digit chain ID number 

• PRINT GROUP/SEQ (xx xxx) - Defined by the Chain Account Manager or 
the Division Manager with chain payment responsible in the Chain Head¬ 
quarters screen. These fields control the print sequence in the Contract Pay 
Register. 

• CHAIN OR CORP <?> (x) - This field defines the status of the account for IRS 
purposes. For further definitions, enter a "?" and press [ENTER]. 

• TAX ID TYPE <?> (x) - This field indicates whether Tax-ID is a social security 
number or federal tax ID. For further definition, enter a and press 
[ENTER]. 

• TAX ID >?> (x) - The Tax-ID supplied lo the IRS. For further definition, enter 
a ">" and press [ENTER]. 

• ACCT GROUPS (xxx xxx xxx xxx xxx)- The indicator use lo group multiple 
accounts. This indicator is assigned to an account by Field Sakes. 

Q 

• TAX ID NAME (x-30-x)-The name as it appears on the account’s social se- ° 
curity card or IRS form 8501. 

• ENTER *X* TO DELETE THIS ACCOUNT (x) - Placing an "X" and pressing 
[ENTER] in this field will remove this account from the SIS program. 
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PF Keys 


M34 - Account Calls 
Made by Month 


• NEXT ACCOUNT - Enter the SIS account number of the next account to be 
viewed/updated. 

• DATE OF LAST CHANGE TO THIS ACCOUNT - Display field indicating 
when this account was last modified. 

• WHO MADE CHANGE - Display field Indicating who made the last change 
to this account 

• OPTIONS - Enter or overtype the new information and press [ENTER] to 
make changes. 

• NEXT FUNCTION (xxx) - Enter a function number to continue and press 
[ENTER). 


Valid PF keys are: 

• [PF1) - Returns to the Account Selection Menu. 

• [PF3J - Allows you to view the next account from the scroll list within this 
function. 


This function allows viewers lo see how many times per month a call has been 
made during the last year. 
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Requesting Reports 


M35 - View/Update 
Contracts 


This function allows you to view and update (limited by security) a contract for 
an account. 



Field Descriptions 


ACT CODE (x) - This code is used to perform an activity on a contract. See 
the bottom of the Account Contract screen for valid options. 

TYPE <x *1 - x) - Identifies the type of RJR contract for the account. 

PLAN (xxxxx) - Identifies the type of plan associated with a contract. There 
may be multiple plans for a given contract. 

ROWS/UNITS (nnn) - The number of rows or units to be maintained by RJR 
on a merchandiser for this contract. 

RATE (x»7 * x)' The contracted amount established for each row. 


• AMOUNT - The total amount of the contract calculated by multiplying 
rows/units by the rate. 

• EFF DATE (mm-yy) - The effective start date of the contract. Starts the first 
day of the month, 

« END DATE (mm-yy) • The expiration date of the contract. Ends the last day 
of the month. 
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3 


PF Keys 


• CALL DATE - The last date a Sales Rep made a call on this account. 

• NC CODE - Reason code for contract non-compliance. 

• NEXT FUNCTION (xxx) - Enter a function number to continue and press 
[ENTER], 

Valid PF keys are: 

• [PF1] - Returns to the Account Selection Menu. 

• |PF3J - Allows you to view the next account from the scroll list within this 
function, 

• [PF4] - Displays the list of non-compliance call codes. 




I 
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Requesting reports 


——— ‘ - The first screen of this function allows you to view the account marketing and 

M37 - Vlew/Update merchandiser information associated with an account. To view the second 
Merchandiser/ screen, place an "X" beside the Account Marketing Type(s) or Merchandiser 

Account Marketing Typefs) to be viewed and press JENTER). 


tllMltUI • Mil ACOOUVT MAJUUTUa AMD MIMCHAMDIMM 
mi IIUCTJOM «UU 

ACCt imu «»■ MINI *T 

tuuitort nmt routi mi t«t i. imrroM i 


LOCAL MAMITIMD IMDJCATOA1 
WUMD OfAMtiMW 

moMOTioM orr«firvMm 
H.OM01IOM 01ITRJRUT1OM 


rot ADv»»Ti*mo 
»J» CAJMM MttCHAMD/tlU 
CONT CAR TOM HCRCHANDIRIR* 
ROR RACRACI NIRCHANOKIRI 
CCHf f ACRA0R HIRCHAMDIItRJ 
RJR IAVIM0I WRCHAMDIUR 
CURT RAVINOI MRCHAMDIUR 


Reid Descriptions 


NEXT ACCOUNT - Enter the SIS account number of the next account to be 
vie wed/updated. 


NEXT FUNCTION (xxx) - Enter a function number to continue and press 
[ENTERJ. 


Valid PF keys are: 


[PF1] - Returns to the Account Selection Menu. 


(PF3J - Allows you to view the next account from the scroll list within this 

function. 
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REQUESTING REPORTS 


The second screen allows you to view or update the account marketing and/or 
merchandiser information selected from this prior screen. 

in this screen, Promotion Opportunity was selected. 


IIMOW - N)> ACCOM 
Acct IKItT 

miiixxr isimi nm on 


Ktwn Mjunmo md kickmdiiiu d/ii/u 

HOLIDAY InUII *141 

ri on non chmm.ii drw chmvlir h 


KAJie HIU> RMx 
OVIadiv ajwiaai 
•la aao couroo 
• la ctb trxifoa 
cm lie mMiuM 
CM era riMM 


train loan ml* aua unri 

I aia uwr »« 

“To •«• mo vra 


•l> CTH rainlira 
CM mow 
CM *a« v»» 
cm cm m 


•o* »ao cone* 
ao» era couaoa 
mm raa rauiun* 
mm era iamium 


Field Descriptions 


HAND HELD NAME - The abbreviated description of the indicator as seen in 
the handheld computer. 


• UNITS (nnn) - Enter the appropriate quantity. 

• NEXT FUNCTION (xxx) * Enter a function number to continue and press 
(ENTERJ. 

• NEXT ACCOUNT - Enter the SIS Account Number of the next account to be 
viewed/updated. 

Valid PF keys are*. 

• [PF1J - Returns to the Account Selection Menu. 

• JPF3J - Allows you to view the next account from the scroll list within this 
function. 
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M38 * Vlew/Updato 
Temporary Displays 


Screen 1 


Field Descriptions 


REQUESTING REPORTS 


This function allows you to view and update the temporafy displays of an ac¬ 
count It is also used to verify whether a double entry has occurred when 
correcting a draft error. Any double entries, once verified, should be corrected 
using the M70 function. 



• ACT - Not applicable. 

• DISPLAY * The display description. 

• UNITS PLACED-The number of units placed. 

• PLACED AMOUNT - The number of units placed multiplied by the display 
rate. 

• RENEWED UNITS - Not applicable. 

- RENEWED AMOUNT - Not applicable. 

• DATE - The date of placement. 

• PAY TYPE ■ The type of payment transaction for this display, Valid pay 
types are displayed at the bottom of the screen. 
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PF Keys 


M70- Print Report 
Menu 


Screen 1 


• PERF CODE - The reason for non-performance. Valid non-pcrformance rea¬ 
sons are displayed at ihe bottom of the screen. 

• NEXT FUNCTION (xxx) - Enter a function number to continue and press 

(ENTER). 


Valid PF keys are: 

* |PF1]-Returns to the Account Selection Menu. 

• (PF3] - Allows you to view the next account from the scroll list within this 
function. 


Once a list of accounts has been generated and manipulated, a print report can be 
generated by typing M70. This function provides a menu of reports that may be 
requested by the account selected from the scroll list. This document will de¬ 
scribe each report, provide instructions for submitting the report and display an 
example of the report. 

♦ Note: In each case of reports that follow, It is important to verify the destina¬ 
tion. 
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REQUESTING REPORTS 


Two options lire provided to increase the functionality and appearance of each of 
these requested reports. Reports can be printed in Winston-Salem on one or two 
sides of each page. Suggested uses for WS Printing arc: 

• When the volume of reports will be so great as to clog up valuable printer 
time 

• When reps request printing on one or two sides 
To utilize these options, at any destination prompt: 

• Type 9700 for one-sided print. 

• Type 9701 for two-sided print. 
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Requesting Reports 



Account Coverage Report 

This report provides the total number of retail accounts by call class/frequency 
and the number of those retail accounts that were not called on in the specified 
month. The call class frequencies are grouped with subtotals for monthly calls, 
quarterly calls, and all others. 


How to Use 


1 . Place an "X" beside the Account Coverage Report option and press [ENTER]. 

2. Enter a valid printer destination, the number of copies needed and a brief re¬ 
port title. Press [ENTER]. 

3. Select the month for which this account coverage report should run by enter¬ 
ing a valid report month number and press [ENTER], 

4. Your report request is submilted and will print at the designated print loca¬ 
tion as soon as possible. 


I1S13SR1 

*AMPLE RtPORf 


ACCOUNT COVERAGE REPORT 
MASTER LIST SELECTION 
REGULAR RESPONSIBILITY 


0«/10/»l PAGE ] 


ACM 

BOS 

C0« 


MARCH QUARTER 

RETAIL ACCOUNTS PERCENT ACCOUNTS PERCENT 
ACCOUNTS NOT CONT CONTACTED NOT CONT CONTACTED 
0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

1 0 100.0 0 100.0 

J 0 100.0 0 100.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

0 0 0.0 0 0.0 

1 0 100.0 0 100.0 

1 0 100.0 0 100.0 

0 0 0.0 0 0,0 
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Requesting Reports 


Temporary Display Detail Report 

This report displays placement activity for a selected display with specified time 
period for accounts selected in the scroll list. 


How to Use 


1. Place an "X“ beside the Temporary Display Detail Report option and press 
(ENTER]. 

2. Enter a valid printer destination, the number of copies needed and a brief re¬ 
port title. Press (ENTER], 

3. Select the date range in month/day/year format and place an "X" beside the 
type of report and press (ENTER], The system will prompt you with a mes¬ 
sage to verify that the data entered is correct. Press |PF8] to continue. 

4. Select one display by placing an "X" beside the entry and press (ENTER]. You 
may also scroll more displays by pressing (ENTER). Press [PF7] to redisplay 
all displays beginning with the first screen. 

5. A verification screen will be displayed for all options chosen. Press (ENTER] 
to print the report or (PF1] to return to the Print Report menu. 

6. You report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 

A sample report is on the following page. 
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GHCP29RN 
— CHAIMS “ 


TEMPORARY DISPLAY REPORT 
STORES WITH DISPLAY 


08/02/ 


DISPLAY I Win BP 4QPK/DB FROMI 03/01/93 TOl 08/01/93 


CHAIN 

ID! 5183 

-00-00 - 

BROOKS FOODS, INC 



GROUP 

TERR 

ACCOUNT 

NAME 



ADDRESS 

UNITS 


632601 

473786 

BROOKS' 

FOODS 

#3 

OS8 BO, KM 

1 


632601 

582764 

BROOKS' 

FOODS 

♦7 

BROOKLYN PARK, MH 

1 


632602 

572314 

BROOKS' 

FOODS 

96 

HAM LAKE, Mil 

1 


632610 

451833 

BROOKS' 

FOODS 

92 

MINNEAPOLIS, NN 

1 


1 

2 


GHCP29RN TEMPORARY DISPLAY REPORT 08/02/ 

— CHAIMS — STORES WITH DISPLAY 

DISPLAY! WIW SP 40PX/DB FROM! 05/01/93 TO* 08/01/93 

CHAIN ID! 3183-00-00 - BROOKS POODS, INC 


*****••**••••• SUMMARY 
************** SUMMARY 
************** SUMMARY 


*** REQUESTED STORES FOR BALES LEVEL - XXXI 


*** PAYMENT TYPE TOTALS POR - WIN 
STORE 8 

3 DUE HEADQUARTERS (H) - 

PAID 8TORE LEVEL (S) ■ 

1 BO PAYMENT (N) - 

TOTAL 


TOTAL STORES IK CRAIN 

STORES WITH DISPLAY 
STORES WITHOUT DISPLAY * 


SP 40PK/DB RATE" 5*00 

UNITS AMOUNT 

3 15.00 

2 

5 15.00 


7 

4 

3 


i 
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Requesting Reports 


Contract Lookup by Rows 

This report displays the number of stores with SHELF SSI contracts by a user- 
specified row range and plan. The report will also display a scroll list of the ac¬ 
counts that contain the SHELF SSI contract by plan and number rows. 


How to Use 


1. Place an "X" beside the Contract Lookup by Rows Report option and press 
[ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Enter the number of row ranges for this report. You may specify up to ten 
different range values in ascending order. A scroll list of the accounts may 
also be obtained by entering an "X" beside the Print Detail Scroll Master List 
option. After all entries are made, press [ENTER]. 

4. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 
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SHELF SSI BY ROW RANGE 1 

11:44 Wodnasday, Juno 16, 1993 
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Temporary Display Summaries 

This two-part report provides promotional activity for current month plus three 
prior months, Report one is a summary of promotions placed and amounts by 
month. Report two provides the total number of stores each promotion was 
placed in and the average weekly carton volume. 


HowtoUso 1. Place an "X" beside the Temporary Display Summaries Report option and press 

(ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Your report request Is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


U! 

CO 

U 

o> 


<s> 
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REQUESTING REPORTS 


3 


Report Formatting 

This function provides the ability to create a report with user-defined options. 
The final report resembles a spreadsheet with the row and column designations 
defined by the user and each cell block containing the number of accounts. The 
option also exists for calculating total carton volume and average weekly carton 
volume for each cell block. 


How to Use 


1. Place an "X* beside the Reporting Formatting option and press [ENTER). 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press (ENTER). 

3. A screen will be displayed with all valid row and column options. Each row 
and column may have one or two options. Select the variables for the report 
with an *X M and press [ENTER). If TOTAL or AVERAGE Is selected, they will 
be placed in the ceil blocks along with the total number of accounts. For ex¬ 
ample, the screen list selected contains a Region. To format the report with 
Division/Territory as a row option and call class/frequency as the column 
option, select DIVISION, TERRITORY, CALL CLASS, CALL FREQ and press 
[ENTER]. 

4. The report is ready to be formatted with the options selected on the previous 
screen. Place each option by number in the appropriate prim location and 
press [ENTER]. For example, the previously selected options could be placed 
on the report as follows: 

CALL CLASS 
CALL FREQ 

DIVISION TERRITORY 


Copyright © RJ. Reynolds Tobacco Company 1993 


Book V: Systems Coordinator ■ 3-35 


SourcejTttpsV/wwwjndustrvdocument^ucsLedu/docs/vhkvOOOO 


51846 7421 


3 


Issued : 8/93 

Requesting Reports 


5. This screen will display the format of your report. Press [ENTER] to submit 
the report or (PF1) to return to the variable selection screen. 

6. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


SIS lliOi Friday, April 30. 1*»J 1 


TEA# 

212101 
CALL CUSS 

K 

CARTON VOLUME 
STORES I TOTAL 

l! TSO 
I II ISO 


| CONTRACT 


I ECD 

iN*s-a 
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Merch/Acct Mkt Summaries 


This report provides the total number of units by Merchandiser/Account Mar¬ 
keting description for accounts selected in the Account Scroll list. 


Howto Use 


1. Place an "X” beside the MerchJAcct MW Summaries Report option and press 
[ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


SllttOai MERCHANDISER SUWViRT 04/J0/RJ 

TITLE: SAMPLE REPORT 

TOTAL STORES IN SELECTION IS 

DESCRIPTION NUMBER 

OTHER RJR CTN 2 

RJR Etl 1 

ONE CTN SECURITY 1 

SOLID CLASS SECURITY 2 

ICAT CARTON 1 

FLEX DIA HUM ] 743 

RETAILER SHELVING 2 

RJR SFL PNG I 

RJR OTHER PRC 2 

RJR PROMO PLATFORM 2 

RJR OPH 2 

RJR ENHANCED OPM 1 

LON PROFILE I 

MID PROFILE l 

HIGH PROrilt 2 

COMP UPM » 

COMP OTHER PRC l 

COMP OVAXP PACR 3 
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Requesting Reports 


How to Use 


Contract Summaries 

This report displays the number of contracts and total units for each contract 
type/plan for the accounts selected. 

1. Place an "X" beside the Contract Summaries Report and press [ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


MASTER LIST SELECTION 1 

CONTRACT SUMMARIES Ui2) mdty, April 10, 1*93 

NUKBCR or (TORES IN (ELECTION! IS 

! 

I NUMBER OP J 
| CONTRACTS ( 

TOTAL | 
UNITS 1 IN 

| NOT IN | 

FPECT 1 EFFECT 1 

i CONTRACT 

iceo 

CCD1 I 

It 

1 

1 

u 

i i 

i i 

11 01 

ICCD 

CCD? 1 

11 

11 

11 01 

ICCD 

DOR 1 

31 

21 

2 | oi 

ICCD 

It 1 

11 

II 

11 01 

ICOUHTER 

PCDJX 1 

31 

31 

31 0) 

|COUNTER 

PCD4K | 

11 

11 

11 01 

ICCD 

CCD2 | 

ll 

11 

11 01 

ICCD 

DOR 1 

31 

31 

31 01 

iccn 

It 1 

1| 

11 

ii oi 

ICOUHTER 

PCD1R | 

21 

21 

21 oi 

1 COUNTER 

PCD4K 1 

11 

11 

n oi 

ICOUHTER 

PCD4L 1 

11 

11 

11 01 

1 ECO 

29 | 

11 

11 

n oi 

1 EXTRA VALUEEVD I 

31 

31 

31 0| 

IN5S-3 

UDXXX | 

11 

100| 

looi oi 

I PREP PR 

CTNPPND | 

11 

11 

n oi 
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REQUESTING REPORTS 



Standard Master List 


This report provides a detailed description of each account. Information con¬ 
tained on this report includes account address, wholesaler information, contract 
and merchandising information, etc. This report is commonly used by the Sales 
Representative as an informational tool. 


How to Use 


1. Place an "X" beside the Standard Master List Report option and press [ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER], 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


CMC7J4W< 

ACCOUNT 

ROUTt 


KASTE.R ACCOUNT LIST 04M0MS 

KAHD-NELO NAME CLASS-FREQUENCY 
NAME 1 ADDRESS CHAIN-ID WEEKLY VOLUME MERCHD1A 

TELEPHONE CHAIN NAME TYPE ACCT MKT OR 

ACCOUNT CROUPS COAP1 / TAX ID SCCMEHT CONTRACT 

MONTHLY CALL COUNT TAX-ID KAKt 

MI WHOLESALER ACCT « NAME 
SEC WHOLESALER ACCT < NAME 
VAP WHOLESALER ACCT < NAME 


UNIT 


CLOCK/LTD RICH 1 

JAN TER MAR APR COUNTER PCDJK 1 

1111 EXTRA VALUEEVO I 

CCD DOR 1 


TERRITORIES 

}I74DI|»EC> 711421 ROl 

IC0J75 TOGO LION 4*4 

HI* NEW BERN AVE. 
QOO RALEICN 
NC 77410 


rooo LION 1*4 
esoj-oo-oo 
rooo Ltox 

CORP - YES 


A07 

HO 


R 

SH 


919-SJ4-0MS SJTSIJ rooo LION WHSE. 14 

WED 

jam ren mar apr 
iiil 


SOLID CLASS SCCU 1 
FLEX DtA NUM 1 1«5 
HIGH PROflLE 1 
COMP OTHER PKG 1 
TOTAL CONSOLIDAT 1 
OOAAL NUMI ROWS IS 
STER/NAG HUM ROW It 


ENHANCED CAHOPY 1 
WINSTON i 
SALEM 1 
OVERTEV SAVINGS 1 
WIN PMC COUPON 40 
WIN CTH COUPON JS 
SAL MC COUPON 50 
SAL CTN COUPON *0 
CENTRAL MXT/CTM I 
P.P. CTN 1 
TEMP F.D. t 
COUPON ACCOUNT 1 


Copyright © R.J. Reynolds Tobacco Company 1993 


Book V: Systems Coordinator u 3-39 


_ 


51846 7425 











Issued: 8/93 
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VAP Account Scroll List Detail 

This report provides a worksheet used to analyze accounts for the Value Added 
delivery process. The worksheet consists of VAP Wholesaler Number, PP1, PP2, 
PP3 and VAP Override quantities. 


How 10 Use 


1. Place an "X" beside the Reporting Formatting option and press [ENTERJ. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible, 

A sample report is on the following page. 
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REQUESTING REPORTS 


Scroll Master Ust 

This report provide* a one line description /or each account. The information 
contained on this report for each account indudes Territory, route, account num¬ 
ber, call class/frequency, name, address and city. 


How to Um 


1. Place an "X" beside the VAP Account Scroll List Detail Report option and press 
(ENTER). 


Your report request is submitted and will print at the designated print location as 
soon as possible. 


chcsisrp 

TERR RTE ACCT CC NAHE 


HARTER ACCOUNT LIST 04/30/93 

ADDRESS Cm 


212401 000 0*023* A04 TWER TEXACO TOOO 
212401 000 0**241 C04 SPEEDWAY (231 
212401 000 33114* A07 FU N FOOD STORES 
212401 000 431427 004 HVY, *4 E, CUU 
212401 000 *00*15 *04 LAKE BOONE TRl.lt 
212401 000 *40121 B02 CIRCLE K 1*124 
217101 000 *12117 BO2 PETR0 HART (6 
212401 000 *7*41* B04 TEXACO FOOD HART 
212401 000 10022* *02 FOOD LION IS4 
212401 000 *0022* Cl3 KERR DRUGS *10 
212401 000 10129* C04 HWY «4 EAST AMOCO 
212401 001 30«0B7 K02 FOOD LION ITS? 
212401 003 3317*0 B04 ECRERD DRUG 10** 
312401 00) 301*3* R04 NlNN DIXIE 112 
212401 007 30013* *13 KERR DRUGS 19 
ACCT*, IN TERRITORY 212401 - 1* 


3704 NEW BERN AVI. RAUICH 
4100 NEW BERN AVE. RALEIGH 
1*24 NAKE FOREST RD RALEIGH 
3*20 HEN BERN AVI. RAUICH 
3*00 LAKE BOONE TRL RAUICH 
3*4* NEW BERN AVENU RAUICH 
4*00 HEW BERN AVI. RAUICH 
4*01 CUHHOOD AVE. RAUIGH 
361* NEW BERN AVI. RAUICH 
3*49 NEK BERN AVE. RAUICH 
4000 NEW BERN AVENU RAUICH 
BOULEVARD S/C RAUIGH 
1100-10* RALEIGH BL RAUICH 
2111-E NEW BERN AVE RAUICH 
211* NEW BERN AVE. RAUIGH 
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Activity Summary 

Thi9 report provides a detail or summary listing of promotional placement activi¬ 
ty for a selected Hme period for accounts selected in the Account Scroll UsL 


How to Ubo 


1. Place an "X" beside the Activity Summary Report option and press (ENTER). 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press (ENTER). 

3. A window will appear that prompts you for detail (placement Information 
for each account) or summary (placement information summarized for the 
accounts selected). Place an "X" beside one option and press (ENTER), 

4. Another window will appear that prompts you for the date range. Enter a 
valid mm/dd/yy beginning and ending date for the report and press 
[ENTER]. The beginning date cannot be less than the date displayed. This is 
due to the limited information available at the account level. 

5. Your report request Is submitted and will print at the designated print loca¬ 
tion as soon as possible. 

Sample reports arc on the following pages. 
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requesting Reports 


The report on the previous page was generated by selection the Call Count option 
of the Activity Summary selection. 

VAP Account Scroll List Summary 

This report provides a worksheet summarized by VAP wholesaler to be used in 
analyzing the PP1, PP2, PP3 and VAP Override quantities. 


Mow to Use 


1. Place an "X" beside the Reporting Formatting option and press (ENTER). 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


u* 
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VAP ACCOUNT SCROLL LIST SUMMARY REPORT 


07/28/M 


WHOLESALER 

NUMBER WHOLESALER NAME 


NUMBER OP 
ACCOUNTS 


EXTRA PP VAP OtV 

PP#2 PPA3 SKU'S TOTAL ALLOC ALLOC 


OUUOUO UNKNOWN 106 3 
lOtSOO CENTRAL CAROLINA GRO 6 0 
1444B0 J T DAVENPORT 1 SONS 11 0 
250865 NCC L.P. 1 0 
376430 MCLANE SOUTHEAST 3 0 
417720 J. G. MESSICK A SONS 2 0 
492523 ELI WITT #934 1 0 
496878 THOMAS AND HOWARD CO 2 0 
SSS201 COASTAL W’SALE. INC. 3 0 
605460 SOUTMCO DISTRIBUTING 4 0 
920209 K & M WHOLESALE CO. 4 0 


TOTAL 142 3 


0 3 0 12 12 0 
O O O 0 0 O 
□ 2 0 6 6 0 
0 1 0 3 3 0 
0 0 0 0 0 0 
0 0 0 0 0 0 
0 0 0 0 0 0 
0 0 0 0 0 o 
0 0 0 0 0 0 
0 1 0 3 3 0 
0 0 0 0 0 0 


0 7 0 24 24 O 


££*£ 95-3IS 


Source: https://www.industrydocuments.ucsf.edu/docs/yhkyOOOO 
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Requesting reports 


Howto Use 


Account Recap 

This report provides a summary recap of payments made to the accounts select¬ 
ed in the Account Scroll List. 


1. Place an "X" beside the Reporting Formatting option and press (ENTER). 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press (ENTER). 

3. This screen allows you to select the time period for the recap of payments. 
Enter valid to/from dates in mm/yy format and press (ENTER). 

4. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


GHClttOS ACCOUNT RECAP 13tS« 

FACH-TO: tl/OJ-I.VOl 


MONTH 

93/07 | 91/03 


ITEM 

COUPON PAYMENT* 


TEMPORARY PAYMENTS 

RECAP SUMMARY TOTAL * 


•29.001 m.001 

.*.I 

•29.001 2SH.13 


3-48 ■ Book V: Systems Coordinator Copyright o R.J. Reynolds Tobacco Company 1993 


Source: https 


industrvdocumen 




edu/docs/vhkvOOOO 

















Issuod: 8/93 


Requesting Reports 


3 


Grand Distribution Roport 


This report displays by brand style, the percentage of stores with/wilhoul distri¬ 
bution, the number of stores with/wilhout distribution, percent with entry avail¬ 
ability, and the percent with exit availability, (Tire account scroll list selected is 
used to determine the distribution figures.) 


HOW to USO 


1. Tlace an "X" beside the Brand Distribution Rtport option and press [ENTER], 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER], 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


•1II04BI 

SAMPLE REPORT 


BEST VALUE 
CAMEL r IS SP 
CAMtL ITS r IS HP 
CAMEL ITS T IS SP 
CAMEL Hr TO 
CAMEL HIDE! T7» HP 
camel ire inoo HP 

CAMEL SPC L Fll HP 
CAMEL SPC L MS SP 
CAMEL HIDES LF79HP 
{•ORAL r too 

DOftAL M IS 
DORA!. M tOO 

Down, r is sr 

DO PAL LTS T tOO 


BRAND DISTRIBUTION REPORT 
MOM MASTER LIST SELECTION 

STORES I 

KITH M/O 

DIST DIST 

2 14. 7 

IS 0.0 

n ti.a 

IS 0.0 

IS 0.0 

13 30.0 

U 20.0 

12 20.0 

12 20.0 

12 20.0 

IS 0.0 

IS 0.0 

11 11.1 

IS 0.0 

IS 0.0 


04/10/12 111 34 Ml 


STORES 1 1 

M/0 ENTRY EXIT 
DIST AVAIL AVAIL 

1) «.? 4.7 

0 100.0 100.0 

7 10.0 10.0 

O 100,0 100.0 

O 100.0 100.0 

1 71.1 71.1 

1 4«.T 10,0 

1 44.7 SO.O 

1 44.7 10.0 

3 71.) 73.J 

0 100.0 100.0 

O *1.1 *1.1 

2 10.0 10.0 

0 100.9 100.0 

0 100.0 100.0 


4 

WITH 

DIST 

11.3 

100.0 

11.7 
100.0 
100,0 

16.0 

*0.0 

• 0.0 

*0.0 

SO.O 

100,0 

100.0 

44.7 
105.5 
100.0 
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Requesting Reports 


Account Labels 

This option will generate mailing labels lor accounts selected in the Account 
Scroll List. These labels will be printed In Winston-Salem and mailed to your lo¬ 
cation. 


How to Us* 


1. Place an "X" beside the Reporting Formatting option and press [ENTER]. 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press [ENTER]. The printer destination will be automatically 
changed for label printing in W-S. 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 


340123 

CIRCLE K 18324 
3941 NEW BERN AVENUE 
RA MICH, HC }TiOi 

MOMS 

LAKE BOONE TRL.66 
3400 LANE BOONE TRL. 
RALE ION, NC J7607 

iitw 

CCKERO DRUG 1033 
1100-101 RALEIGH Blv 
RALEIGH, NC 27(10 

431477 

HWT. 44 e. CULT 
3170 NEW BERN AVE. 
RALEIGH, NC 27610 
•00374 

REAR DRUGS 110 


016261 

SPEEDWAY 4237 
4100 NEW BERK AVE. 
fuaeiCH, NC 27604 
090231 

TOWER TEXACO FOOO 
3704 NEW BERN AVE. 
RALEIGH, NC 27610 

301(74 

WINN DIXIE 062 
2114-C NEW BERN AVE. 
LONGVIEW GARDEN S/C 
RALEIGH, NC 27610 
372912 

RETRO HART ** 

4900 NEW BERN AVE. 
RALEIGH, NC 27610 
•01296 

KWY 64 EAST AMOCO 


138746 

FLY N FOOO STORES 
1324 WAKE FOREST RD 
RALEIGH, NC 27604 
306007 

FOOO LION 1737 
BOULEVARD S/C 
I1D0-122 RALEIGH BLV 
RALEIGH, NC 27610 
JOOSJS 

KERR DRUCS 19 
2116 NEW BERN AVE. 
RALEIGH, NC 27610 

800223 

FOOO LION 434 
3613 NEW BERN AVI. 
RALEIGH, NC 27610 
573416 

TEXACO FOOD MART 
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Requesting Reports 



Account Specific Profile 

This report details the Top 25 account information for each account, the promo¬ 
tional opportunities available based on the Top 25 information, smoker profile 
information, as well as all information contained in the standard master list re- 
port. Each account contains one page of information. 


How to Uso 


1. Place an "X" beside the Reporting Formatting option and press (ENTER). 

2. Enter a valid printer destination, the number of copies needed, and a brief re¬ 
port title. Press (ENTER). 

3. Your report request is submitted and will print at the designated print loca¬ 
tion as soon as possible. 
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REQUESTING REPORTS 



Print Reports 


Another method exists for requesting certain reports without entering the main 
master list selection screens. This is done by directly accessing the Print Report 
from the SIS Menu. 


t. At the Application Selection Menu, type x by PRINT REPORT and press 
JENTERJ, 




DAILY IAUJ NIP DITAH CALL MPOPT 
IAAND INVINTONT AtPONT l*» 

■ lAAID DIITIIIUTION IVfflt |*| 
PAOPMID ALIGNMENT AAPONT 

" account rovtuAci irciiTioa aipcmt 

■ ACTivirr »umA*in aipont 

■ ACCOUNT! NOT CONTACT1D AIPONT 

■ HUTOH1CM. HAMIT HUCTICN MW 

UrUMti icilial manual 
» Cl* T A ACT AATHlirT-lagwt** lit 


KW 01/10/1) HiJTiJT 

HAITI* ACCOUNT HIT 
CHAIN HAITI* ACCOUNT tt*T 
; nholual* TAUOVCT LI VI IIITI 

i HfINTNLT UTAH CCTYTAACl AIPOAT 
CONTAACT IIMUJI I?PONT 
NUCN/ACCT NIT 1UNMAIT NIPCWT 1*1 
CHAIN NON COMPLIANCE »IPO«T 

lAUt IDMIH Lam lj 


A CONTAACT PATMNT-IT ACCOUNT NO. 

1 CONTAACT r ATM NT-ALP HAM TI CAL NAM 

* CONTAACT PATMNt-CHAIN IT TIAAITONT 
trm i LACIMNT AN ALT I tl UPCMT 

* CPN PLACtMNT/tIVINTONr ACCOM APT 

• THIII IIPOITi NHL U ICNIBUUD KM WtAlIBNT IIieUTIM 


ITANMM INFCNUAATION 
HH-SAAAO TO IAAND NAM PtPOPT 
COUPON nANAOIMNT ACTIVITT DITAILI 
COUPON HANMCJttNT INVtRTONT AIPOATI 
ICAWIND DIIPLAT AIPONT 


mmm 


Print Report Menu 


■ The reports above marked with an "X* are the most commonly selected docu¬ 
ments. 

■ Following is a brief description of each of ihese commonly used selections. 
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Sou me: htti 


Brand Distribution Report 

This is used by management and reps to determine the availability of RJR brands 
in retail accounts. 



• Enter the sales level desired; a Division and up to 10 Territories may be se¬ 
lected. Simply reenter mode If more than 10 territories are present. 

• Select proper report destination. 

• Select appropriate product line (i.e., cigarettes) 

• Press [ENTER] to submit report. Press [PF5] to schedule report for future 
date. 
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Activities Summaries Report 

This is utilized by management and sales reps to review progress towards goals, 
promotion, placements and other pertinent activity indicating work accom¬ 
plished. A report indicating the number of calls made by reps can also be pro¬ 
duced from this screen. 



Two options are available: 

1. Select lime period to be summarized (weekly, monthly, quarterly) and end¬ 
ing dale of time period selected. Then Indicate for whom the summary is to 
be printed (i.e., employee number, all employees, reps, etc.) 

When to utilize: For ongoing monthly reports, when activity can be pulled 
up by preset company time frames. 

2. Enter beginning and ending dates for periods to be summarized. Again indi¬ 
cate for who, the summary is to be printed. 

When to utilize: When request comes in for a time period not found on the 
screen. 
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Requesting Reports 
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3 


Entering... 

• "employee" will produce individual reports only 

• "division" will produce Division totals 

• "region" will produce Region totals 

More than one option is allowed. 


Indicate destination, number of copies and UUe, if needed. 



Press [ENTER] to submit the report. 
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REQUESTING REPORTS 


Accounts Not Contacted Report 


Allows management and reps to determine, by call classification and Territory, 
which accounts have not been contacted since a certain date. 



• Enter Division and Territories necessary. 


• Indicate beginning date of period to be scanned. 


* Place an H X' 1 next to each call class desired. (Multiple selections allowed.) 


• Verify destination and press (ENTER]. 


Ol 


Co 

it* 
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~ ~~ “ I Utilized by management to organize contracts in independent calls alphabetical’ 

Contract Payment - h y by quarter. 

Alphabetical 



Select quarters for payment. 

Verify destination and press [ENTER]. 
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Requesting Reports 


Contract Payment by 
Chain Accounts 


Used by management to review contacts in effect in chain calls for certain time 
periods. 



Select quarters. 


Verify destination and press [ENTERJ. 


OJ 

Oi 


C» 
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Warehouse Product 
List 
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Retail Account 
Coverage 


Requesting Reports 


This is the main report utilized by reps/management which indicates the per¬ 
centage of calls entered during the monthly reporting periods. 



To print Division/Region totals: 

• Type Division/Region number followed by x’s at the sales level prompt (i.e., 
6326XX, 63XXXX, etc.) 

• Type proper report month number in blank. 

• Verify destination and press [ENTER]. 

To print Territory totals: 

• Type Division number, followed by $$ (ie., 6326$$). 

• Type desired Territory numbers in TERR blanks. 

• Type proper report month number. 

• If a list of individual accounts not contacted in addition to the "totals" sheet is 
needed, type ”Y" at Print Detail?. Otherwise, type "N". 

• Verify the destination and press [ENTER]. 
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Coupon Management 
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Requesting Reports 
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Requesting Reports 


Indicates to reps/management the number of merch/account marketing items 
found in a given Territory or Division. 



* Select any number of entries. 

• Select desired sales level. 

• Verify destination and press (ENTER). 

♦ Note (PF5) * Schedule future reports function is available here. 

To order address labels: 

1. At the Print Report Menu, type x by SALES ADDRESS LABELS and press 
[ENTER].. 

CO 

■b 

0t 


Ol 
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Requesting reports 








Print Request for Chain or Sales Address Labels 


2. Al the Print Rcquesl for Chain or Sales Address Labels screen, select Chain 
ID or Sales Level. 

3. Select type of address label needed. 


4. Select mailing or shipping addresses. 


5. Select number of copies (in increments of 15) and press [ENTER). 
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REQUESTING REPORTS 



6. At the Selected Sales Addresses menu, follow the prompts at the bottom of 
the screen If you press (PF2J, a series of *** in this area will confirm your 
selection. 
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Requesting Reports 



~ ' This selection from ihc SIS main menu allows the user to view several report for- 

Management mats on .|j ne . utilize this function when a paper copy is not needed or when only 

Summaries a portion is needed. 

To access the Management Summaries Menu: 

1. At the Application Selection Menu, type x by MANAGEMENT SUMMARIES 
and press (ENTER}. 



The SC will only be responsible for understanding the following. The other selec¬ 
tions arc covered by other administrative personnel. Follow the prompts to see 
online information regarding the desired subject matter: 


• Activity Summaries 

• Daily Sales Rep Detail Calls 

• Accounts Not Contacted Summary 

• Chain Summary 
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Summary 


Preliminary Notes 


IRS Requirements 


This section provides procedures for updating information appearing on the 
Master List. It also familiarizes the new System Coordinator with terminology 
and various types of contracts. 

Form 7101 is the form currently in use at RJRT for standard accounts. Due to 
recent IRS reporting requirements, the information in theTaxpayer Identification 
Information section must be completed and signed by all new accounts and by 
any existing account experiencing a change in status. 

Following entry into Sales Information System (SIS), 7101s that support current 
tax information must now be retained In a file titled 7101 Tax Support at the Oper¬ 
ations Unit for a period of 1 year plus current. A new 7101 Tax Support file 
should be established each year and proper procedures followed. 

In addition, Form 7101s that support any additions, changes, or deletions of 
merchandising contracts should be retained in a support file for period of 1 year 
plus current. A 7101 Merchandising Support file should be established to retain 
these forms. 

Due to a change in IRS regulations, RJRT must ensure that accurate and 
appropriate taxpayer identification information is obtained from customers. 
Failure to comply will result in RJRT being required to withhold taxes from 
customer payments or face paying these taxes and/or fines. 

Payments that are reported on IRS Form 1099 are contractual payments, vending 
payments, temporary display payments, value added payments, coupon 
handling. Virtually any payments where the account has performed a service for 
RJR are reportable on IRS Form 1099. 

The IRS requires RJRT to obtain a taxpayer's name and taxpayer ID number 
based on type of entity. To comply with IRS regulations, the Standard Account 
Inquiry Screen has been modified to include the tax ID name In addition to tax 
ID type and number. 

For all accounts, the lax information m«sf be entered. Failure to secure and enter 
this information will result in the account being flagged in a NO-PAY status, NO 
contractual payments can be processed via the pay register or temporary 
payments via the Division PC until the NO-PAY status is lifted by Headquarters. 
The flag will not be lifted until the required tax information is entered, and a 
print screen showing the corrected tax information is faxed to your Area Finance 
Manager or Sales Finance. The following details refer to specifics explained in the 
following pages. 
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7101 Entry 


Standard Account 
Screen Directions 


Description 
1. Corporation 


Required Action 

• Enter Y (Yea) if account is 
incorporated. (No further action is 
necessary as RJRT is not required to 
issue 1099s to a corporation.) 

• Enter E (Exempt) If account certifies it 
Is tax exempt. (No further action is 
necessary as RJRT is not required to 
issue Form 1099s to a tax exempt 
corporation.) 

• Enter N (No) if account does not meet 
criteria for A or B. (Continue to 2.) 


2. Tax ID Type • Enter S If account is individual or sole 

proprietorship. (Account will file tax 
return as part of owner's Form 1 WO.) 
(Continue to 3.) 


3. Tax ID 


4. Tax ID Name 


Enter F if account is a partnership, 
trust, estate, or similar entity. 
(Continue to 3.) 

If S was entered in 2, this number 
must be the owner's Social Security 
number. (Continue to 4.) 

If F was entered in 2, this number 
must be the partnership, trust, or 
estate Federal Employer Identification 
Number (EIN). (Continue to 4.) 

If S was entered in 2, this musl be 
the owner's name as it appears on 
his/her Social Security card. 

If F was entered in 2, this number 
musf be the partnership, trust, or 
estate name as it appears in IRS 
Form 8501 (i.e., the IRS form that 
assigned an EIN to this partnership, 
trust, or estate when the organization 
was set up). 


4-2 
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7101 Entry 



Creating New 
Account 


Documentation (i-e., Bonn 7101) supporting current tax information should be 
retained in accordance with the Instruction issued with the revised 7101 form. 

Sales Reps and management will submit 7101s to make changes that can't be 
made via the handheld computer. This includes: 

• Opening new accounts 

• Deleting new accounts 

• Changing account information 

• Changing general Information 

• Changing contracts 

To enter new account information: 
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2. At the Application Selection Menu, type x in front of MASTER LIST and 
press (ENTER]. 


riMUU in WITH LIST 

NMM MMV 

.—— cwaaienr ici ■ i ut*ou>i TOMCCO Co l 1 

Miur U«i KUetian Mtnu I 


r-ru—m—m—m—rr»—»r*—rri*-- 

MHU CHID 

« »«TI» u continue oi antai a Inaction Ills th» )tat bale. 
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7101 Entry 


3. At the Master List Main Menu at FN: (lower right), type m02 and press 
[ENTERJ. 



4. At the Standard Account Add (Ul) screen at TERRITORY: (upper left), type 
in Territory number (seeexample 7101 form) and press (PF3). Account 
number will be assigned by computer. 
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7101 Entry 


(Intentionally left blank) 
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X CORPORATION 

(SiO^LrtOVv! 

_ INDIVIDUAL OR PROPRIETOR 

(Complete A) 

an-m-Qin 

50 Oai Security Nimw 

_ PARTNERSHIP, TRUST OR ESTATE 

(Complete B| 

m- rm 11 ii 

Employer t d a nWtat w Numtw 


1 _ 3hr* Ahm^r s //?2 

Carperal*Bipraaen U th e Sigma*# IUP*- 7 Oaf 

(A} For Individual* and Sole Proprie to r s use Sodal Security Number and Mama, 

(Dww'i H* me aa mown on £S Card) ilgnawra A TWe Dai* 

(B) For Partnership#, Trusts. Estates and Others use the Employer Name and 
Identlfloailoft Number. 


(£mpoy*r* Nam* m ahown on IRS Form 6501) Signature I TW* 


_ EXEMPT (EXPLAIN) EXPLAIN. 

(Slgnetur* On/y) 


NOTE; Al Accounts MUSI have • _ 

Signature, TW# and DateII Signaue* 


Tltte 


Function 


A ■ ADD 
E «• END 
D - DELETE 
C - CHANGE 


FUNCTION CONTRACT TYPE PLAN UNITS EFFECTIVE 



MERCHANDISERS 

PACKAGE TYPE NUMBER CARTON TYPE NUMBfel 


n r - 



□ _CZj 


PDI 


□ 


El 


‘OMMENTS/INFORMATION: 


U1 

00 







RJR STANUAiiu muouuui mi wim 


CODE LqJ NEW ACCOUNT i_I CHANGE ACCOUNT |_| DELETE ACCOUNT DATE 


S-/-9? _ 


I Account* will btAUign^ii number by ootnpuitf) 


IIB ROUTE DZD HAND-H 


Mr|rl/|6| melefTlelrj, 


ORDER-ENTRY NUMBER 


ACCOUNT NAME AND ADDRESS NAME 





MAILING NAME AND ADDRESS Nan* 

(Er*f it dm*** from tfxrve) 



ACCOUNT PHONE NUMBER 


PRIMARY WHOLESALER 


SECONDARY WHOLESALER 


VAP WHOLESALER 


TAX JURISDICTION 


LED LTD 


R » RETAIL 
I - INDIRECT 


CHECK SPECIAL HANDUNO Y/N ( 


CALL CLASSIFICATION FREQUENCY M 9 I 9 1 


CN - Convenience 
DG - DruQ 
DT-Discount 
GS-Gas Station 
IN - institution 
lQ» Liquor 
Ml •Military 


OH-Offw 
RB- Rest/Ba/ 

ST-Smart Food 
SM-Supermarket 
SS-Superstore 
TB-Tobacco News 
UN a Univ/College 


INDIRECT 
CW-CnainWhse. 
IN ■ Institution 
Ml-Military 
TO-Too. Dlstr. 
VE-Venoor 
WG-Whsie. Groc. 
OF-Office 


WEEKLY VOLUME l 


IS THIS ACCOUNT A CHAIN? Y/N I 


(IT YES, CHAIN HEADQUARTERS NAME) 


SIS CHAIN ID NO. 


CHAIN DISTRICT/BRANCH 


(DMStON OFFICE FILL IN) 


Has account us status changed? 


IIyes lo either, complete Taxpayer 
Identification Information on reverse. 


Is this a new account? 
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7101 Entry 


Deleting Account 



IMPORTANT: If the tax information (e.g., chain or corp., tax ID type, or tax 
ID name) Is not entered at the time the account is first added, the account 
will automatically be placed in a NO PAY status. 

1. At the Standard Account Add (U2) screen, fill in Information from Form 7101 
(see example 7101 form) and press [ENTER). Screen will respond with AC¬ 
COUNT HAS BEEN ADDED SUCCESSFULLY to verify that account has 
been added. In this case, the new account is a Chain store, so the Chain ID 
number must be added (see section 11). 

2. Copy account number onto Form 7101 and send a copy to appropriate Sales 
Representative. 

♦ Note; Form 7101s with new or updated lax information mm/ be retained in 
the 7101 Tax Support file. 

To delete an account: 

1. At the Application Selection Menu (page KM), type x beside MASTER LIST 
and press [ENTER]. 


Copyright © R.J. Reynolds Tobacco Company 1993 


Book V;Systems Coordinator ■ 


4-9 


51846 7470 


















4*10 ■ Book V: Systems Coordinator Copyright V R.J. Reynolds Tobacco Company 1993 


Source: httDs://www.industrvdocuments.ucsf.edu/docs/vhkv0000 


51346 7471 








RJR STANDARD ACCOUNT INFQRMAUUN 

NAME: _ \ J_ 


CODE 
CCOUNT 
TERRITORY 


5&dk 

0 NEW ACCCUNT [D CHANGE ACCOUNT 0 OELETE ACCOUNT DATE I 
\MMM Aoccurtt will b* m/c numb# by computer) 

[gHEB d 7i ao, 


HAND-HELD HAMEL 


ORDER-ENTRY NUMBER 



ACCOUNT PHONE NUMBER 1 


PRIMARY WHOLESALER 

cr 


VAP WHOLESALER 
TAX JURISDICTION anon 
type ' ' 


SECONDARY WHOLESALER 
VAP SUPPLIER 1-1M 


EE 


cr:; 

CALI CLASSIFICIATION FREQUENCY l^J 9 ! 9 ] 


■ RETAIL 
- INDIRECT- 


CHECK SPECIAL HANDLING Y/N 


□ 


INDIRECT 


SEGMENT 


m 


CN - Convenience 
DG- Drug 
DT-Olscouffl 
GS-Gas Station 
IN-lnattutlon 
LG-Llquor 
Ml-Military 


OH-Other 
RB-Rast/Bar 
SF - Small Food 
SM-Supermarket 
SS-Superstore 
TB-Tobacco New* 
UN » Univ/College 


CW-Chain Wh». 
IN-institution 
Ml-Military 
TD-Tob. Olstr. 

VE-Vendor 
WG-Whsle. Groc. 
OF-Oitlce 


weekly volume I 


IS THIS ACCOUNT A CHAIN? Y/N 0 
(IF YES. CHAIN HEADQUARTERS NAME) 


SIS CHAIN ID NO. 
CHAIN DISTRICT/BRANCH 


(DMSiON OFFICE FtU. IN) 




■III 

■■III 


Has account tax status changed? 
or 

Is this a new account? 


If yes to either, complete Taxpayer 
/denf/f/cadon Information on reverse. 




islrviinr. 




nts.ui 


^^glu/docs/yhkyOOOO 


51846 7472 








xaxsmufii 


TAX PAYER 1DENT1 FICATIQM.1NFOR M ATLQN. 


_ CORPORATION 

(Signatur* Ortfy) 

__ INOfVIOUAi. OR PROPRIETOR 

(ComptawA} 

m-m-mu 

SoaaJSeouity Nuntar 


Corpora— Rtp fiUnUg x gjpwSra * TrtVDa-" 

(A) For Individuals and Sot* Proprietor* um Social Security Numdar and Name. 

(0*nara Nam* m anwm on &S Card) SHjneaini * TTB* " £>*«• 


PARTNERSHIP, TRUST OR ESTATE 
(Compile B) 

m -i i m rri 

Ewpeyrr Wwi W Ma on Numb— 


(B) For Partnership*, Truss, Estates and Other* um Via Employer Nam* and 
kJertfflcauon Numb*r. 

[£/ne*oy*ri Kama — arw*n on IRSPorm & 501 ) S>gn*tur» 4 Tttt* D*U 


_ EXEMPT (EXPLAIN) EXPLAIN. 

(Signature Only) 


NOT* Al Account* MUST hava • _ 

Signature, TWa and Data 11 Signamre ~~ - r - t>u* Date" 


Function 


A - ADD 
E - END 
D - DELETE 
C - CHANGE 


FUNCTION CONTRACT TYPE PLAN UNITS 



EFFECTIVE 



MERCHANDISERS 

PACKAGE TYPE NUMBER CARTON TYPE NUMBE 

_n z 

_i_□ _z 

_□ Z 

PDI 

_□ z 

_□ __Z 

tn 


COMMENTS/INFORMATION 


l: .-^7or> ft/oZJLa!. 


autt^Mii^^auoxlii^IIldi^MIieiTtsjJcsf.edu/docs/yhkyOOOO 
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7101 Entry 




1. Verify that name and Territory number are the same as on Form 7101. 

2. If contracts need to be ended prior to the deletion date, type nOS after NEXT 
FUNCTION<?>:, x in front of Ihe Territory number, and press (ENTER). 
Then, follow instructions found in Contracts Maintenance section. 

3. If there are no contracts or if a cancellation occurs as of the deletion date, 
type x at far left and press (ENTER). 
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7101 Entry 



1. At the Standard Account Information screen after ENTER X TO DELETE 
ACCOUNT (lower left)/ type * and press [ENTER]. Screen will respond with 
PRESS ENTER TO CONFIRM THAT THIS ACCOUNT IS TO BE DELETED. 

2. Press [ENTER] again to delete the account. Screen will respond with 
•‘WARNING** notice to remind you to end existing contracts. Deleting 
the account ends all contracts in the same month as the deletion. If contracts 
are to be deleted prior to the deletion date, you must access Review 
Contracts. 


Changing Account 


To change standard information on an account: 

1. At the Master List Account Selection Menu, after ACCOUNT NUMBER 
(upper left), type the account number and press [ENTER]. 

2. At the Account Scroll ■ M03 screen, type x at far left (beside number under 
TERR). At <?>; (lower right), type m31 and press [ENTER]. 

3. At the Standard Account information screen, overtype new information from 
the 7101 form and pres9 [ENTER]. 

Proper and accurate adjustment of contracts In the SIS system Is crtlh 
cal. rjr has millions of dollars In contractual liabilities — obviously, 
accuracy It essential. 
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CORPORATION 
(SJor*tL»* Only) 


INDIVIDUAL OR PROPRIETOR 
(CompWtaA) 


i-m-[ 


Soout Security Nun** 


PARTNERSHIP, TRUST OR ESTATE 
(CornpWta 9} 


m- 


Employer tdwwtarton Numo*f 


EXEMPT (EXPLAIN) 
(StQratur# Only) 


NOTE: AH Accounts MUST have a 
Slgnitura, sod Dsltll 


Cervottm Rsprs n i MMm SigrMiurs 4 T»* 55* 

(A) For IrWMduais and Sow Proprweors um Social Sacurtty Numbar and Name. 

(Ownar iNwrwMinmimonSSCard) S^natur* a TW* D*»" 

(B) For Partnership®, Trusts, Estates and Others is* tha Employer Nama and 
kJenUfteatlcn Number. 

(Emp‘oy*r* N*m* m »now*i on IRS Form £*501) Slgracur* * TIB# D«« 

EXPLAIN___ 


Function 

A - ADD 
E ■ END 
D * DELETE 
C * CHANGE 


FUNCTION 

L 
L 


Signature 

CONTRACT TYPE 


mm 

llll 

III 

III 

mm 

mm 

3131 

Jil 

mmmmnm 

mi 

mi 

III 

III 

■in 

llll 

III 

III 

■in 

Ml 

III 

III 


MERCHANDISERS 

PACKAGE TYPE NUMBER 


0 


u 


0 


PDI 


£□ 




COMMENTS/INFORMATION: 


THT- 


UNITS EFFECTIVE 


1 

L 




i 

& 

L 



i 

L 

3i 



















m 




m 


CARTON TYPE NUMBE 

_ rz 




SOI ir ^' httri^7/www.indu.strvdnc 


uments.ucsf.edu/docs/vhkvOOOO 











RJR STANDARD ACCOUNT INFORMATION 


NEW ACCOUNT CHANGE ACCOUNT LJ DELETE ACCOUNT DATE; _ 


I (Ntw Acccuntt will t* auttyrtd numb* by oompottr) 


.cm 


HAND-HELD NAMEL 


ORDER-ENTRY NUMBER 


ACCOUNT NAME AND ADDRESS NAME 





MAILING NAME AND ADDRESS Name 

(Lntte it ai/ltmm from tow) 



\CCOUNTPHONE NUMBER 


PRIMARY WHOLESALER 


trocrninri 


VAP WHOLESALER 


TAX JURISDICTION Mil ( { 1 I 

type n R “ retajl 

LJ I - miRECT _ 

call Classification frequency [nUB 


SECONDARY WHOLESALER 


CHECK SPECIAL HANDUNG Y/N I 


CN-Convenience 
DG-DrnQ 
DT-Discount 
GS- Gas Station 
IN - Institution 

LQ- Liquor 

Ml-Military 


OH-Otrwr 
RB ■ Rest/Bar 
$F « Small Food 
SM « Supermarket 
SS-Sopewore 
TB-Tobacco News 
UN - Univ/Coilege 


INDIRECT 
CW-Chain Whse. 
IN-Instituiion 
Ml-Military 
ID-Tob. Olstr. 
VE-Vendor 
WG- Whale. Groc. 
OF-Otfloe 


WEEKLY VOLUME I 


IS THIS ACCOUNT A CHAIN? Y/N I 


(IF YES, CHAIN HEADQUARTERS NAME) 


SIS CHAIN ID NO. 


CHAIN DISTRICT/BRANCH 


(DMStON Off ICE FILL IN) 


Has account tax status changed? 


II yes to either, complete Taxpayer 
Identification Information on reverse, 


Is this a new account? 


Tcuments.ucsf.edu/docs/vhkvOOOO 


1346 7477 









7101 ENTRY 


Adjusting Contracts 


1. At the Master List Account Selection Menu, after ACCOUNT NUMBER 
(upper left), type in the account number (see example 7101 form) and press 
[ENTERJ. 

2. At the Account Scroll - M03 screen, type x at far left (beside number under 
TERR). 


3. At NEXT FUNCTION <?>:, type m35 and press (ENTERJ. 

• NEXT ACCOUNT - Enter the SIS account number of the next account to 
be viewed /updated. 

• DATE OF LAST CHANGE TO THIS ACCOUNT - Display field indicat- 
ing when this account was last modified. 

• WHO MADE CHANGE»Display field indicating who made the last 
change to this account. 

• OPTIONS - Enter or overtype the new information and press (ENTERJ to 
make changes. 

• NEXT FUNCTION (xxx) ■ Enter a function number to continue and press 
(ENTERJ. 


PF Keys 


Valid PF keys are: 

• [PF1J - Returns to the Account Selection Menu. 

» JPF3J • Allows you to view the next account from the scroll list within this 
function. 


Copyright © R.J. Reynolds Tobaoco Company 1993 


Book V: Systems Coordinator m 4-17 


Source: https://www.industrydocumentSAJcM^duZdQl^MlMM}Il 


51B46 7478 




Issued: 8/93 



7101 entry 


——- - - This function allows you to view and update (limited by security) a contract for 

M35- View/Update an account. 

Contracts 



Field Description# 


As the SC receives notification, changes are necessary (via 7101 - see 7101 entry). 
This screen is utilized to change, end or open new contracts. Following is a de¬ 
scription of each file. 

• ACT CODE f x) - This code is used to perform an activity on a contract See 
the bottom of the Account Contract screen for valid options. 


• TYPE (x *1 - x) - Identifies the type of RJR contract for the account. 


• PLAN (xxxxx) - Identifies the type of plan associated with a contract. There 
may be multiple plans for a given contract available. The 7101 will Indicate 
the proper plan. 

• ROWS/UNfTS (nnn) - The number of rows or units to be maintained by RJR 
on a merchandiser for this contract. 


* RATE (x - 7 - x) - The contracted amount established for each row. 


• AMOUNT - The total amount of the contract calculated by multiplying 
rows/units by the rate. 
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7101 ENTRY 


n 


PF Keys 


■ EFF DATE (mm-yy) • The effective start date of the contract. 

• END DATE (mm-yy) - The expiration date of the contract. 

• CALL DATE - The last date a Sales Rep made a call on this account. 

• NC CODE - Reason code for contract non-compliance. 

• NEXT FUNCTION (xxx)-Enter a function numberto continue and press 
(ENTER). 

Valid PF keys arc: 

• (PF1) - Returns to the Account Selection Menu. 

• [PF3J - Allows you to view the next account from the scroll list within this 
function. 

• [PF4] • Displays the list of non-compliance call codes. 

• ? under 'Types" will generate a list of contract plans. Press (ENTER] to scroll 
through plans and make a selection. 

• To end or change a new contract, the following Information must be on 7101: 

- Types (plaas) 

- Row (units) 

• Effective date 

• After entering, press (ENTER] to make changes. 

• To continue entering 7101 after NEXT ACCOUNT, type the next account 
number and press (ENTER]. 
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7101 Entry 


It is likely that the SC will encounter 7101 errors from time to time. It is impor* 
tant first, to minimize these errors and second, catch errors as they appear. 

1. The SC should familiarize themselves with possible errors. 

2. Use the following form to note any problems. Attach the form to 7101 and re¬ 
turn to the Sales Rep for correction. 

3. It may be necessary to review volume requirements for various contracts. See 
following form for Contract Requirements. 


Missing Sis Account Number 

Invalid Of Unauthorized Account Number 

Need Assignment Number To Transfer 

Please Furnlth Highlighted Inlormalion For New Call 

Please 'Print* Nama As Written On Tax Form 

Need Ending Dalas For Contracts To Delete An Account 
Please Furnish Efladlva Pals For Contract _ 

Ouplicate E Contracts _ 

Incorrect Type/Plan Of Contract 
Invalid Contract For Volum# 

No CortractfS) Attached 

Contract Poos Not Agree With 7101_ 


No Chain kJ Number Entered 

Contract is not open on Chain Headquarter screen. 
Please contact CAM via Sales Comm Memo to 
verify contract/get approval and resubmit. 
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Labor reporting 



Summary 


Part-Time Labor 
Reporting 


The Systems Coordinator (SC) is charged with administering Labor Reporting for 
all Region regular and part-time personnel. The following sections cover the 
tasks involved in this administration for part-time and full-time respectively. 

• Set up answering machines at the Operations Unit office to allow PT to call 
in hours worked and mileage. 

Provide one answering machine per 50-60 part-time personnel. 

- Communicate procedures for utilizing machine to personnel. 

See example on next page. 

• Transcribe information from the answering machine. Utilize each Division's 
Time and Attendance worksheet to write down hours worked and miles 
driven as reported via the answering machine. 

• This worksheet is sent to the Operations Unit printer from Winston- 
Salem every two weeks. The worksheet for each pay period normally 
arrives 2-3 weeks before it is needed. 

This worksheet con also be requested utilizing Functions 6 (regular 
employees) or 7 (part-time employees) in LRS. 

An example of a worksheet follows. 


Ul 
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LRS-TIME AND ATTENDANCE RECORD 

RUN DATE: 07/06/93 

PERIOD NO: 14 PERIOD ENDING: 07/04/93 

CORP: 04 R J REYNOLDS TOBACCO DEPT: 6328 DULUTH MINN 
LOC: PAY: 8 


GLHL60BS 
RUN TIME: 11: 
PAGE 

SHIFT: 8 



* 

MON * TUE 


WED 

* THU 

* FRI 

* SAT 

* SUN 


WKl->* 

06/21 ‘ 06/22 


06/23 

* 06/24 

* 06/25 

• 06/26 

* 06/27 

NAME 

WK2->* 

06/28 * 06/29 


06/30 

* 07/01 

* 07/02 

* 07/03 

* 07/04 

ACCOUNT * 

HRS * K R S 


HRS 

* H R S 

* H R S * H R S * H R S 

K L BOUNDS 

* 

- * 


- 

* 

* 

* — 

♦ 

824523 

WK1->* 

- * 


- 

* 

• 

* 

* 


* 

- * 


- 

* - 

* 

* 

* 


WK2->* 

- * - 


- 

* — 

* 

* _ 

* 

MILES- 

TOTAL HRS-_ 







D A DENNIS 

* 

- * 



* 

* 

* 

4 

831830 

WKl->* 

- * - 


- 

* 

* 

* 

* 


★ 

- * - 


- 

* - 

* 

* 

- 


WK2->* 

- * - 


- 

* — 

* 

* 

* 

MILES-_ 

TOTAL HRS-_ 







S A DOERR 

* 

- * - 



* 

* 

* 

ft 

831027 

WKl->* 

- • 


- 

* - 

* 

* 

* 


* 

- * 


- 

* - 

* 

* 

ft 


WK2->* 

— * — 


- 

* 

* 

* 

* 

MILES- 

TOTAL HRS- 









S S GUENTHER * 

- * 

* 

- 

* 

* 

• 

ft 

826351 

WKl->* 

- * 

• 

- 

* » 

* 

* 

ft 


* 

- • 

* 

- 

* - 

* 

* 

ft - 


WX2->* 

. • 

* 

- 

* - 

* 

* 

ft 

"MILES- 

TOTAL HRS- 








************************** 

C K JAMES 

* 

- * 

* 

- 

* 

* 

* 

ft 

830448 

WKl->* 

* 

* 

- 

* 

* 

* 

ft 


* 

* - 

* 

- 

* 

* 

* 

ft 


WK2->* 

- * 

* 

- 

* 

* 

* 

ft 

MILES-._ 

TOTAL HRS-_ 







G K LANGNESS * 

* 

* 

_ 

• 

* 

* 

• 

827468 

WKl->* 

- * 

* 

- 

* 

* 

* 

* 


ft 

- • 

* 

- 

* 

* 

* 

* 


WK2->* 

- * 

* 

- 

* - 

* 

* 

ft 

MILES- 

TOTAL HRS- 







*********** 

******** 

********************************** 

************************** 

J P LEGER 

* 

- * 

* 

- 

* 

* - 

* 

* 

831593 

WKl->* 

- * - 

* 

- 

* - 

• 

* 

* 


* 

- * 

* 

- 

* ~ 

* 

* 

ft 


WK2->* 

- * 

* 

- 

* - 

* 

* 

ft 

MILES-_ 

TOTAL HRS-_ 







L S POPE 

* 

- * 

* 

_ 

* 

* 

# 

ft 

827621 

WKl->* 

* 

* 

- 

# 

* - 

# 

ft 


* 

- * 

* 

- 

* 

* 

* 

ft 


WK2->* 

* 

* 

- 

* 

ft 

* 

ft 


MILES-_ TOTAL HRS- 
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5 


Reporting of Full- 
Time and Part-Time 
Labor Hours 


Procedures 


All hours (both FT and PT) must be entered and approved no later than 1:00 
PM eastern time on the Tuesday following the end of the reporting period. 
Exception: If Monday Is a holiday, entry deadline will be Tuesday at 6:00 PM 
(unless otherwise advised). You may begin entering houra/mileage with 
Friday of the second week of the payroll period. You may enter/approve as 
many times as needed prior to cutoff. 

Every Monday morning, the SC should transcribe all Information on the am 
swering machines: 

* Arrange Division spreadsheets for easy access. 

- As the SC plays back the answering machine, hours worked and mlleage 
should be recorded on the appropriate Division worksheet. 

Once all messages are transcribed, the SC should organize all worksheets 
Into piles, by Division, and hold until the final week of the pay period. 

* If the week being reported is the first week of the pay period, hold all 
worksheets until the following week. Then, after transcribing the second 
week’s data, the two packets should be attached for further processing. 

Once packets have been compiled for each Division in the Region, the SC 
should access the LRS system to enter and approve all labor totals. 
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How to Uss LRS 
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Labor Reporting 



2. If there are any messages, they will be displayed. Press [ENTER] to access the 
LRS Main Menu. 



3. The LRS Field Office Selection menu is the location from which all Labor 
reporting is initiated. This screen displays the Usl of functions possible and 
the employee categories to whom each selection applies. 

To make a selection: 

• Type information in the following fields: 

• FUNOTION • Type the number of the desired function. 

DATE • The biweekly period ending date currently being processed 
by Winston-Salem will appear. 

- DIVISION • Type the number of the Division for which information 
need5 to be processed. 

• Press [ENTER], 
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Labor reporting 


4. Following is a description of each option available on LRS. Several of these 
functions will be used infrequently. An explanation of these functions is in¬ 
cluded: 

• FUNCTION 1 - ENTER PAYROLL HOURS (REGULAR-Full-Time) - 
This function allows you to enter and approve payroll hours for regular 
employees. 

• FUNCTION 2 • ENTER PAYROLL HOURS {PARTTIME) ■ This function 
allows you to enter and approve payroll hours for part-time employees. 

• FUNCTION 3 - ENTER OR APPROVE PAYROLL HOURS (MONTHLY) - 
Because Region Operations has no Monthly employee, this (unction will 
not be used. 

• FUNCTION 4 AND 5 • REVIEW/APPROVE PAYROLL TOTALS (REGU¬ 
LAR AND PARTTIME) - This function allows you to look at the current 
and prior biweekly period to verify hours/mileage keyed into system. 
The SC has approval authority for personnel administration; as a result, 
this approval function has been incorporated into Functions 1 and 2. 

• FUNCTION 6 - PRINT T&A RECORD (REGULAR-Full-Timc) - This 
(unction allows you to request a (orm that ts automatically printed the 
second Friday of each payroll period to be used to record hours prior to 
inputting. 

• FUNCTION 7 - PRINT T&A RECORD (Part-Time) - This function 
performs the same as selection"6", except this function is (ot recording 
hours/mi I cage of part-time employees. 

• FUNCTION 11 - REVIEW ATTENDANCE RECORD (REGULAR-Full- 
Timc) - This function allows you to review attendance records for regu¬ 
lar employees. 

• FUNCTION 12 - REVIEW ATTENDANCE RECORD (MONTHLY) - This 
function allows you to review attendance records for monthly employ¬ 
ees. 

Remember: While these functions are labeled as "enteri' functions, LRS will 
allow the "approved" Systems Coordinator to process all the way through to 
final approval. 

5. To process labor hours, select Function 1 for regular employees or Function 2 
for part-time employees or 3 for monthly employees. Press [ENTERJ. 

6. Depending on the function chosen, this screen will list all eligible employees 
listed within the operating unit selected, alphabetically. Place an "X" under 
EXCP column, next to each employee who has exception time to be keyed. 
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5 



• For regular, full-time employees, the system assumes a normal 80-hour 
biweekly schedule- if, for any reason, the employee does not work a reg¬ 
ular 80 hour schedule, type "X" by the employee's name to indicate an 
exception must be entered. REMEMBER — if a regular employee 
works standard hours, no data entry Is required. 


• Since part-time employees work a variety of hours, every possible active 
employee should be indicated for exception by typing "X" next to their 
name. The system assumes that part-time employee did n^work and 
will not pay employee, if not selected as exception. 


7. After an operating unit employee's exception list has been selected, each em¬ 
ployee will have an individual screen appear, in alphabetical order, for entry 
of exception data. 
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This Time and Attendance Input screen displays a time and attendance code 

of "W" and standard hours (8.0) except as follows: 

• Standard hours (per STD HRS tabic) • 0.0 for part-time employees- 

• DO is displayed on Saturday and Sunday, when standard hours are zero. 

• If exception data ha9 already been entered for an employee, the screen 
displays the exception input 

• If the biweekly period includes a day that is a Company-declared holi¬ 
day, *H" (or "HT for part-time) is displayed. 

• If your department has observed a regional holiday, you will need to 
enter the "RH" code. 

Data can be entered for the following fields: 

■ TA CD * Valid time and attendance codes per the validation table in¬ 
clude: 


5 -0 
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T&A Codes - 
Regular Employees 

LRS T&A CODES «S REGULAR EMPLOYEES 

T&A 

CODE 

Conv 

T&A 

Deter FLSA S&P XSK 

BAL BAL 

VAC 

BAL 

PAI 


P 

EP 

Personal - SAP 1 Y 


Y 



VP 

Personal - VAC 1 0 

Y 

Y 



El 

Personal • Exempt 3 


Y 


S 

SS 

Sick - SAP 1 Y 


Y 



EX 

Sick ■ Exlra Sick t 0 Y 


Y 


- 

VS 

Sick-VAC (1) 0 0 

Y 

Y 



SI 

Sick • exempt 3 


Y 


DO 

DO 

Day Off 


N 


H 

H 

Holiday 


Y 


HT 

HT 

Holiday • Part-time 


Y 


1C 


Workers Comp - Full Pay - Exempt & Non-Exemj* - Paid 



12 


Workers Comp ■ Hall Pay - Non-Exempt Only • Paid 




MA 

MA 

Minus Adjustment 


Y 


NO 

NO 

No Pay 


N 


OT 

OT 

Overtime 


Y 


PA 

PA 

Plus Adjustment 


Y 


PY 

PY 

Paid Time Out (use mlsc, code lor iuneral leave, military, etc.) 

Y 


RH 

RH 

Regional Holiday 


Y 


SC 

SC 

Salary Cont (lull pay) 


Y 


! S2 

S2 

Salary Cont (had pay) 


Y 


V 

V 

Vacation 


Y 


VH 

VH 

Vacation • Half Day 


Y 


w 

W 

Worked 


Y 


• HRS - Hours (to the tenth) to be associated with T&A Code. 

* HISTORY OVERRIDE DATE - Date (MMDDYY) to be added to atten¬ 
dance history with this T&A entry, if other than the displayed date. Prior 
period dates are accepted, future dates are not. This date field is only 
used to add an absence to history. It is not used for changing or deleting 
data on attendance history. 

♦ Note If the no pay code (NO) is used with the History Override date, 
the system will deduct hours (pay) In the current week. 
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T&A CODES CONVERSION: 

The codes listed under the T&A Code column should be used when keying 
exception time. The P and S codes are converted by the system. The mini¬ 
mum hours allowed for the following codes is 0.1 hour, the maximum is 8.0. 


T&A Codes - Part- 
Time Employees 


LRS T&A CODES #d PART-TIME EMPLOYEES 

T&A 

CODE 

Conv 

T&A 

Dour FLSA 

S&P 

BAL 

XSK 

BAL 

VAC 

BAL 

PAID 

HT 

HT 

Holiday • PT 




Y 

MA 

MA 

Minus Adjustment 




Y 

NO 

NO 

No Pay 




N 

or 

OT 

Overtime 




Y 

PA 

PA 

Plus Adjustment 




Y 

RH 

RH 

Regional Holiday 




Y 

W 

W 

Worked 




Y 


EXIT OPTIONS 

• B • Time and Attendance Input screen for next selected exceplion em¬ 
ployee. You can override the next employee by entering the last name of 
the desired next employee. 

• T - to review employee payroll totals, this is the default after all selected 
exception employees have been displayed. 

• X - Return to the Selection Menu. 

8. After all exception time has been keyed for employees in the operating unit, 
the System will move on to the Review and Approval screen. The SC should 
review these screens to ensure accuracy of the data for all employees. Em¬ 
ployees will be paid per the reflected payroll totals. 
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Field descriptions Include: 


• NAME - The employee's name. 


■ ACCOUNT ■ The employee's account number. 

• APPROVAL STATUS 

• EXCEPTION STATUS (X - exception data was entered): 

* ST - Total straight time hours paid 

• OT - Total overtime hours paid 
DT - Total double time hours paid 

- HOL * Total holiday hours paid 
SICK • Total sick hours paid 

- VAC' Total vacation hours paid 

S&P - Total sick and personal hours paid 
SC-F • Tolal salary continuation hours paid at full pay 
SC-H - Total salary continuation hours paid at half pay 
MILES - (total miles for part-time employees only) 
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EXIT OPTIONS 

A - Approve employee data and return to selection menu. Utilize this 
option for final approval. 

■ P • Next Page 1/ additional employees in Division 
- X • Return to Selection Menu 


5*12 ■ Book V: Sys tems Coornna tor 


O R.J. Reynolds Tobacco Company 1993 


51846 7494 






ouma g 

Expense Reports 


51346 


7495 


Source: https://www.industrydocuments.ucsf.edu/docs/yhkyOOOO 



Issued: 8/93 


expense Reports 


6 


Preliminary Notes 


• With the Region Operations Manager, the SC should establish a cutoff day 
for submission of expense reports. Reports submitted after this day will be 
held over until the next reporting period. 

• The SC should put together a list of analysis codes commonly used by sales 
employees, A complete, up-to-date list of AIL codes is available by accessing 
Analysis Code Inquiry, them selecting the most commonly needed codes for 
compilation into list form for distribution to the Field. A current code sheet is 
included in Book I - Region Setup. 

• The SC should contact Sankey Moore-Painter to coordinate the issuance of an 
Operating Unit Payment Authorization Code. A unique code must be Issued 
to allow the SC access to approval for all Divisions in the Region. 


Processing Expense 
Reports 


1. Ail Region full-time sales personnel will submit expense reports at the close 
of each biweekly reporting period. Expense reports should be organized into 
sections, by Operating Unit/Division, to allow for efficient entry. 


2. Once the cutoff day arrives, the SC begins entry of data Into the Sales Ex¬ 
pense System. This process is Initiated by accessing the system via the main 
SIS menu. 
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Accessing SES 


1. With the SIS Main Menu displayed, place an "X" beside the SALES EX¬ 
PENSE option. Press [ENTER]. 
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2. The Reid Sales Expense Menu will be displayed. Each option is reviewed on 
the following pages. 
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Expense reports 


Start a Batch 


1. At the Sales Expense main menu, type 01 in the blank to begin the processing 
of that week's batch" of expense reports. 



2. The FIELD SALES EXPENSE DATA ENTRY screen is displayed. The com¬ 
puter automatically assigns a batch number. While the SC can obtain this in¬ 
formation via the system. It is wise to write down the batch number for quick 
retrieval. Data entry may now begin. Type data in the following fields: 

• REG/DIV - The four digit Region/Division code. The code must be the 
current or prior department code for the employee account number en¬ 
tered. 

• ACCT # - The employee account number of the HR1S file. It must be a 
valid combination with the Region/Division code entered. 

• ANA - The three-digit analysis code from the Analysis Code Tabic field 
maintained by Accounts Payable Monitoring: 

- a regular expense report (analysis code - 000) can only be submitted 
once per biweekly expense period. 

- If a sales rep drives another COMPANY car other than the one ini¬ 
tially assigned, analysis code 001 musl be used for expenses related 
to THAT vehicle. 
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- If the expenses are for a SPECIAL CODED MEETING, then the anal¬ 
ysis code must be In a 600 scries. The employee submitting the ex¬ 
pense report normally has the proper code. 

• W/E/D ATE - The week ending date. It must be a valid week ending date 
from the Week Ending Date Table File maintained by APM. At this time, 
all expense reports must have a valid SUNDAY ending date. 

• CAR # - The 6-digit car number. It must be a valid number from the Car 
Master file maintained by Fleet, unless the car number is blank or zeros. 

- The car number is blank or zero only if the salesperson used a rental 
car for the reporting period. 

• In this case, code 102 (personal mileage) and 300 series codes 
may be charged 

• All other car expenses must be charged to Transportation (code 
350) 

• If a car number is entered, all auto expenses will be charged to that 
car for PH&H processing. 

• END MILES AND BEGIN MILES - Beginning and ending miles must be 
entered if a car number is entered. 

• EXPENSE CODE - For each quantity entered, a valid expense code must 
be given. The code entered must reside on the Table Master File main¬ 
tained by Sales Service Monitoring. These codes should be obtained and 
copied for quick retrieval. 

♦ Note Type a decimal point to show cents or tenths for those fields 
containing quantities or amounts. 

3. After expense report data has been entered, the END THIS BATCH? field 
asks ACCEPT THIS REPORT?. If the report is correct, accept the report by 
typing "Y" in the ACCEPT field and press [ENTER]. The system will detect 
and notify the SC of errors by highlighting the category with a beside the 
field. To correct an error 

• Place the cursor at the field 

• Type the correction 

• Press [ENTER] and continue 
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Expense Reports 


4. The Field Sales Expense Comments entry screen is displayed next. If the em¬ 
ployee has submitted one or more comments with the expense report, the 
comments are to be communicated to Winston-Salem utilizing this screen. 

❖ Note The system now requires you to enter a valid comment code to cat¬ 
egorize die comments submitted. Press [ENTER] to continue. 



+ Note: Five lines with 76 positions per line are available for comments. 
SES will return to the main data entry screen for the next report. 
Continue processing until complete. 

5. When the SC has completed the final expense report for each operating unit, 
[TAB] to the END THIS BATCH field. Type "Y" In the field and press 
[ENTER]. 

6. The Main Menu is now displayed. A detail report of each batch (per Divi¬ 
sion) should be printed as each batch is completed. 

• Select 04, Print a Batch at the prompt. 

• A report of the batch of expense reports just entered will be automatical¬ 
ly routed to the Operations Unit printer. 

7. Review the Batch Report for errors not detected during the entering process. 
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Restart a Batch 


This function is available for several reasons. First, the Systems Coordinator has 
established a cutoff date for expense report submission, occasionally a report will 
arrive late, which for reason or another, needs to be added to the batch. Second, 
as expense reports are being processed, other issues may arise that cause the SC 
to leave the Sales Expense System before a batch is totally complete. In both 
cases, it is necessary for the SC to add one or more expense reports to an existing 
batch. 


1. From the Main Sales Expense menu, type 02 RESTART A BATCH at the 
prompt and press [ENTER], 

2. The system redisplays the main menu with the additional field ENTER THE 
BATCH NUMBER beneath the original prompt. Type the desired batch num¬ 
ber and press [ENTER], 



3. Enter in the expense report data as previously instructed. 

♦ Note If the expense reports arrive after the preestablished cutoff date, the 
SC should not process reports until the next reporting period. 
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Delete a Batch 


_ Expense Reports 

While improbable, il is possible it may be necessary to delete an entire batch of 
expense reports from the system. For such a deletion to take place, the ReSion 
Operations Manager or appropriate Division Manager would contact the PC 
with instructions. 

1. At the Sales Expense Main Menu, type 03 at the prompt and press [ENTER], 

2. The Main menu is redisplayed with the additional field ENTER THE BATCH 
NUMBER beneath the original prompt. Type the desired batch number and 
press [ENTER], 



3. The Field Saks Expense Delete a Batch screen is displayed. Type 'V at the de¬ 
lete the batch field prompt and press [ENTER], The batch will be automati¬ 
cally deleted from this system and will have a status of "2” If accessed by 
BATCH CONTROL INQUIRY function 13. 
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Print a Batch 


This function displays all expense reports within a requested batch. The expense 
reports are in a summarized format with a final total showing the total number 
of expense and dollar amount for the batch. 

1. At the Sales Expense Main Menu, type 04 in the "ENTER SELECTION 
FROM ABOVE" field and press [ENTER]. 

2. The Main menu is redisplayed with the additional field ENTER THE BATCH 
NUMBER beneath ENTER SELECTION FROM ABOVE field. Type the de¬ 
sired batch number and press [ENTER]. 



3. The Field Sales Expense Print a Batch screen is displayed. If you want to print 
the report, type *Y" in the PRINT THE BATCH field and press [ENTER]. 
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Approve a Batch (or 
Payment 


Expense Reports 


Once the preestablished cutoff date has been reached, and all expense reports 
have been entered into the system, the SC must approve each batch for pay¬ 
ment. 

1. From the Sales Expense Main Menu, type "05“ at the prompt and press 
[ENTER], 

2. The system redisplays the Main menu with the additional field ENTER THE 
BATCH NUMBER beneath the original prompt. Type the desired batch num¬ 
ber and press [ENTER]. 

3. The system redisplays the Main Menu with the additional field ENTER THE 
PAYMENT AUTHORIZATION CODE beneath the original prompts: 

• Utilize the code Issued by San key Moore-Painter to approve the hatch 

• Type the code at the prompt and press [ENTER]. 

4. The Field Sales Expense Approve a Batch screen is displayed. Type "V" in the 
ACCEPT A BATCH field and press [ENTER]. 
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5. After the batch has been accepted, reports will print showing the detail and 
summary information for the accepted batch. Voucher numbers will auto¬ 
matically be assigned by the system for each expense report within the batch. 
These reports should be filed, by operating unit. 

6. This process should be completed for each batch in the Region. 

Several additional options are available via the Sales Expense System with regard 
to expense reports. The following options are available to change reports, view 
reports and other information online and obtain Analysis and Expense Codes. 

From time to time, it may be necessary to view a particular expense report 
and/or make corrections to It. As long as the batch has not been approved for 
payment, the changes may be made to any report. 

1. From Sales Expense Main Menu, type 06 at the prompt and press [ENTER]. 

2. The system redisplays the Main Menu with the additional field ENTER THE 
BATCH NUMBER beneath the original prompt. Type the batch number con¬ 
taining the expense report and press [ENTER], 

3. The system redisplays the Main Menu with the additional field ENTER THE 
EXPENSE REPORT NUMBER beneath the original prompts. This number is 
based on the sequential order the expense reports were originally input. If 
Rep A was the third report entered, type "3" and press [ENTER]. 
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Expense Reports 


4, The Field Sales Expense Data Entry screen is displayed. This screen may be 
changed or simply viewed: 



• To change, correct the appropriate field(s), type "Y” at the Change Expense 
Report Type prompt and press [ENTER], The system updates the expense 
report with the changes Just entered. 

• 1/ you do not need to make changes, type "N" in the CHANGE EXPENSE 
REPORT field and press [ENTER). 
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Delete an Expense 
Report 


1. From Sales Expense Main Menu, type 07 at the prompt and press (ENTER). 

2. The system redisplays the Main Menu with the additional Held ENTER THE 
BATCH NUMBER beneath the original prompt. Type the batch number con¬ 
taining the expense report and press (ENTER). 

3. The system redisplays the Main Menu with the additional field ENTER THE 
EXPENSE REPORT NUMBER beneath the original prompts. Type the de¬ 
sired expense report number and press (ENTER). 

4. The Field Sales Expense Data Entry screen is displayed: 



• To delete the report, type "Y" in the DELETE EXPENSE REPORT field 
and press (ENTER). That specific expense report and any comments are 
deleted from the system, and the batch totals adjusted. 


• If the SC docs not wish to delete the report, type "N" In the DELETE EX¬ 
PENSE REPORT field and press [ENTER], 
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Expense Reports 


~ ~Z~~, The Reid Sales Expense - Expense Codes screen lists expense codes to be applied 

Expense Code t0 amoun j s on a field rep's expense report. The expense codes in the system are 

Inquiry the most current codes maintained by the Accounts Payable Monitoring Control 

Croup. As stated in the preliminary instructions, the SC should have a list of cur¬ 
rent codes on hand for quick retrieval. These codes should also be compiled and 
sent to the Reid. Two methods are available to obtain this list. 



■ Expense Code Inquiry - Method 1 

Utilize this method WHEN AN EXPENSE REPORT IS CURRENTLY BEING 
ENTERED: 

1. To display the expense code screen from the Reid Sales Expense Data 
Entry screen, type "Y" in the Expense Code field and press [ENTER]. 

• To scroll through the list of codes, press [ENTER). 

• You may exit the screens at any time by typing "Y" in the TERMI¬ 
NATE field 

2. The system returns to the Reid Sales Expense Data Entry screen. The SC 
may continue to enter data where they left off. 


6-16 ■ Book V: Systems Coordina tor 


© R.J. Reynolds Tobacco Company 1993 


SourcejTttDsV/ww^ndustwdocument^cs^d^locs/vhkvOOOO 


51846 7511 





Issued: 8/93 


Expense Reports 


6 


■ Expense Code Inquiry - Method 2 

Used to obtain the codes when expenses NOT being entered: 

1. From the Sales Expense Main Menu, type 09 at the prompt and press 
[ENTER], 

- Press [ENTER] to scroll to next page. 

- Type "999" at prompt to return to Main SES menu. 
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Analysis Code 
Inquiry 


At times, the SC may need to access a listing of current Analysis Codes available 
to the Field. 





As with an Expense Code Inquiry, there are two methods to obtaining this list: 

■ Analysis Code - Method 1 


Utilize this method when information is needed WHEN AN EXPENSE RE¬ 
PORT IS CURRENTLY BEING PROCESSED. 

1. To access from the Reid Sales Expense Data Entry screen, type ’V in the 
Analysis Code field and press [ENTER). 

• Press [ENTER) to scroll through the screens. 

• The SC may exit at any time by typing "Y" in the TERMINATE field 
and press [ENTER]. 

2. The system will return to the Reid Sales Expense Data Entry screen. The 
SC may continue data entry. 
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■ Analysis Cods - Method 2 


Car Master Screen 


Used to obtain the codes when expenses are NOT being entered. 

1. From the Sales Expense Main Menu, type "10" at the prompt and press 
[ENTER). 

2. Once the Analysis Code Inquiry screen is displayed, utilize the steps on 
the previous page to move through the system. 

To inquire on an individual car listed on the multi-selection screen, place the cur¬ 
sor at ENTER DESIRED CAR NUMBER and enter the car number you wish to 
view (must be the car number listed on that screen or the system will not allow 
you to view the car number entered) and pres9 END. The system will display the 
INDIVIDUAL SELECTION screen. 

To terminate or exit the INDIVIDUAL SELECTION screen, place the cursor at the 
field TERMINATE LIST (Y - YES, DEFAULT - NO) and enter "Y". The system 
will return you to cither the Main Menu screen or the Multi-Selection screen de¬ 
pending on how you obtained the INDIVIDUAL SELECTION screen. 



VEHICLE REPLACEMENT OS 

SPECIFY DUE DATE 021995 REMAINING SPECIE DATS 

1). CAR MASTER INQUIRY 

7). CHANGE VEHICLE ASSIGNMENT 

3) . NEW VEHICLE (PRESPEC) DESCRIPTION 

4) . NEW VEHICLE {PRESPEC) DESCRIPTION PRINT 

5) . REQUISITION VEHICLE 

6) . CANCEL REQUISITION 

7) . CHANCE VEHICLE REQUISITION 
I). REQUISITION INQUIRY 

9). REQUISITION PRINT 
10|. CONFIRM QUOTE 
III. QUOTE INQUIRY 

12) . QUOTE PRINT 

13) . DELIVERY/DEALER IHOUIRY 

14) , ASSIGN DRIVER UPON DELIVERY 

15) . SPECIAL ACCESSORIES BY STATE INQUIRY 
14). NOTE INQUIRY 

17). NOTE ADD 

99). RETURN TO FIEU) OFFICE MAIN MENU 

SELECT FUNCTION FROM ABOVE: AECDIV 6324 


All functions available via this screen are covered in Book HI - Vehicle Adminis¬ 
tration, Chapter 9. 
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Field Personnel 
Payment History 


The SC may be called upon to access the Accounts Payable Payment History of 
an Individual employee or operating unit. Use these steps: 

Viewing tor Employee 

1. From the Sales Expense Main Menu, type "12" at the prompt and press 
[ENTER], 


2. The system will request the SC to enter the employee number. Enter the 
number and press [ENTER], The following screen will be displayed. 



3. Following are descriptions of fields on this screen: 

• VOUCHER - This is the voucher number assigned by Accounts Payable 
when the expense was paid. 

• NAME - This is the name of the person being paid. 

• W/E DATE - This is the week ending date of the expense report paid by 
that voucher. 
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• PO NUMBER - The first three positions arc the analysis code that was 
keyed (or the expense report being paid. The last six positions are the 
batch number that the expense report was assigned to when keyed into 
the salesperson's Expense System. 

• PAID - This is the date the voucher (expense report) was paid. 

• BK - This is the bank code for the bank making the payment. 

• CHECK NUMBER ■ This Is the check number the voucher was paid 
against 

• AMOUNT • This is the amount paid for that voucher (expense report). 

4. If multiple screens exist for the employee account number entered, simply 
press (END) to see the next screen of vouchers. If you wish to see the previ¬ 
ous screen again, press [PF1] and the previous screen will be displayed. 

5. If you wish to display the detail information for an individual voucher, place 
the cursor at the ENTER DESIRED VOUCHER, key the voucher and press 
[END], The Field Personnel Inquiry screen will be displayed. To exit this 
screen, enter a ”Y" in TERMINATE and press [END], 
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Viewing for Reglon/Dlvlslon 

1. From Ihe Sales Expense Main Menu, type ”12" at the prompt and press 
[ENTER], 


2. Press [END], The system will request you to enter a Region/Division, the fol¬ 
lowing screen will be displayed. 



3. All vouchers within the Region/ Division entered will be displayed. If mul¬ 
tiple screens exist, press [ENTER] to see the next screen. On the last screen 
display the system will tell you at the top of the screen that there is no more 
data to display for the Rcgion/Divislon. Field description are: 

• VOUCHER - This is the number assigned by Accounts Payable for that 
expense report. 

• VENDOR - This is the same as employee account number. 

• NAME - This is the name for that salesperson's employee account num¬ 
ber. 

• SVAP - These arc codes used by Accounts Payable. 

• YR - This is the year the voucher entered the A/P system. 
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• INVOICE-Will always be blank. 

• GROSS - Total amount of the voucher, 

• TMS - Code U9ed by Accounts Payable. 

• PAYDATE - Date the voucher (expense report) was paid. 

• NET - Total amount of the voucher. 

• PUR ORD - The last 1-6 numbers displayed is the batch number assigned 
by the Sales Expense System at the time the expense report was keyed. 

• PROCESSED - This is the date the expense report was entered. 

• CHECK NO - This is the check number assigned to the voucher at the 
time of payment. 

• W/E DATE - This is the week ending date of the voucher at the time of 
payment. 

• FULL NAME - This is the complete name of the salesperson being paid. 

• G/L CODE - This is the general ledger code assigned to that expense 
item. 

• UNITS - The first four positions are the Region/Division entered at the 
time the expense report was keyed. The last three positions are the actual 
expense code entered for the dollar amount. If the expense report is 
pulled for the batch number indicated, the items listed should be in se¬ 
quence as entered on the expense report. 

• AMT - This is the dollar amount entered on the expense report (or the ex¬ 
pense code. 

4. If more expense items exist for the voucher than will fit on one display 
screen, you may see the next screen of items by pressing [ENTER] with noth¬ 
ing keyed in RETURN at the bottom of the screen. 

5. To return to the previous screen, key ”P" in RETURN. Key "M” in RETURN 
to return to the Main Menu. To check the detail information for that voucher, 
press (PF1). 
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Check Detail Information Screen 


1. Press (PF1) to sec the Check Detail Information screen. This screen displays 
all vouchers with their dollar amounts that were paid against the check num¬ 
ber of the detail voucher being review. 



2. Valid fields include: 

• PAYEE NO - This Is the employee account number. 

• PAYEE NAME-Thisistheemployeebclngpaid. 

• CHECK NO - This is the check number expenditures were paid against. 

• CHECK AMT - This is the amount of the voucher being paid. 

3. To exit this screen, enter a T in the TERMINATE field and press [ENTER). 
The system will return you to Payment Detail Inquiry screen. 
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Batch Control 
inquiry 


This function is used to inquire about batches of expense reports within the sys¬ 
tem for determining the status of the expense reports. 


1. Enter "13" in the ENTER SELECTION FROM ABOVE field and press 
IENTER], 

2. The following screen will be displayed. The system will only allow you to re¬ 
view the batches you have clearance to view, based on access codes. If your 
access code is for a Regional Area or Office, you may have access to all batch¬ 
es for Reid Offices within your Region and Area. 



3. You can use this screen in three ways: 

• 1 - Type the desired number in the BATCH field and press (ENTER). The 
batch and all batches with succeeding numbers on the file will be dis¬ 
played. 

• 2 - Type the desired status code in the STATUS field and press (ENTER). 
Any batch on the system with the batch status code that was entered will 
be displayed. Valid batch status codes include: 

- 1 ■ Unrcloased Batch (open item) 

- 2 = Canceled / Deleted Batch 

- 3 * Approved for Payment 
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- 4 = All backup documents received 

- 6 « Audited and documents received 

- 7 » Payment made by Accounts Payable 

• 3 - Type the batch number in the BATCH field and the status code in the 
STATUS field and press (ENTER). That batch and all batches with suc¬ 
ceeding numbers on the file equal to the status code entered will be dis¬ 
played. 

4. To exit the system, type "Y" in the TERMINATE field and press (ENTER). 

5. The following error message may be displayed on this screen: 


No Records Found 


No batches of expense reports can be 
displayed based on system access 
code of user. 
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~ :---— This function allows access to the Employee Master by either Region/Division or 

Employee Master individual employee account number. 

Inquiry 


1. Enter “14" in the ENTER SELECTION FROM ABOVE field and press 
[ENTER). 

2. The system will prompt you for either the employee number or Region/Di¬ 
vision number. 

3. If you enter the employee number, the following screen will be displayed. 



4. All detail Information about the employee will be displayed. To exit this 
screen, enter a ”Y“ in TERMINATE and press [ENTERJ. 
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expense Reports 


5. If you enter a Region/Division code, the following screen will be displayed. 



6. This screen displays all employees within that Region/Division. If more than 
one page of information is available, press [ENTER] to page through the list- 
ing. 

7. To inquire on an individual employee number, place the cursor on the 
ENTER DESIRED EMPLOYEE field and enter the employee number and 
press [ENTERJ. The system will display the employee account screen. 

8. To exit this screen, enter a "Y" in the TERMINATE field and press [ENTER). 
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—m-:- This function allows access to the Mileage History File by employee account. 

Field Personnel 

Mileage History 1. Enter "15" in the ENTER SELECTION FROM ABOVE field and press 

(ENTER). 

2. The system will prompt you for the employee account number. Enter the 
number and press (ENTER). The following screen will be displayed: 


r mb nm expense 


TOT P.MILES 
TOT C.MILES 


MILEAGE INQUIRY 

DEDUCT AMT 395, 
DEDUCT AMT 


ALLOW AMT 
ALLOW AMT 


EHPI 72194 HAMILTON BRIAN K DIV 6326 JOB 1021 TYPE H STATUS: A 


TO • PERSONAL HILEACE • 

PAYROLL VOUCH MILES DEDUCT ALLOW 


930509 


10D613 

112 

15.68 


930425 


100612 

63 

1.82 

24 

930411 

930508 

097713 




930321 

930411 

092075 



36 

930314 

930327 

088074 



46 

930228 

930313 

086735 

910 

127.40 

48 

930214 

930227 

083386 

20 

2.80 

46 

930131 

930213 

080194 

120 

16.80 

72 

930117 

930213 

080198 




930103 

930116 

074542 

96 

13.44 

48 


••• MORE MILEAGE TO DISPLAY 

, PRESS ENTER 


• COMMUTING MILEAGE « 
MILES DEDUCT ALLOW 




3. The system will display all mileage (both personal and commuting) for the 

past year for the employee. 

4. Field descriptions include: 

• TOP P MILES - Total personal miles via expense reports for the past 
year. 

• DEDUCT AMT ■ Total deduction taken from payroll check for the per¬ 
sonal miles listed for that year. 

• ALLOW AMT - Total allowance amount paid via payroll check for the 
personal miles listed for that year. 
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Expense reports 


• TOTAL C MILES - Same as personal miles except totals are for commut¬ 
ing miles. 

• EMPf/NAME - This is the employee name and account number. 

• DIV-Thlsis the employee's current Region/Division. 

• JOB-This i9 the job code assigned to that employee. 

• TYPE - "W“ is weekly and "M" is monthly. 

• STATUS - "A" means active and T means terminated. 

• WE DATE - This Is the expense report week ending date the mileage is 
for. 

• TO PAYROLL • This Is the date the deduction was sent to Payroll to be 
deducted. 

• VOUCHER - This is the voucher number assigned by SES at the time the 
expense report was approved for payment. 

• MILES - These are the total miles (either personal or commuting) entered 
on the expense report for that week ending date. 

• DEDUCT - This is the total payroll deduction (cither personal or com¬ 
muting) calculated for the miles entered for that expense report. 

• ALLOW - This is the total allowance amount paid (cither personal or 
commuting) via payroll for the miles entered for that expense report. 

S. To exit this screen, place a "Y* in the TERMINATE field and press [ENTER). 
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